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Presenter
Presentation Notes
Welcome to the SATERN for Supervisors. Over the two hours, we will learn how to use the supervisor functions in the SATERN learning management system

Large group activity –  � Have each participant will respond to the following:

Introduce yourself (If participants do not know each other) 

How will you be utilizing SATERN for your employees?�

Transition: We hope you leave this session feeling that you have gained knowledge that will assist you managing  employee training.


Session Objectives

At the end of the session, participants will:

e ... be familiar with some common Work Arounds and
Tips.

« ... have access to resources, such as job aids, to help
them in the future.

e ... have had fun and learned a thing or two!



Presenter
Presentation Notes
Review course objectives

Review course time. We are scheduled for about 1 hour of content


Agenda

= |ntroduction

= Work Arounds and Tips:
e [tem
» Scheduled Offering
e Learner
» Discipline
« NF1735
» Curricula/Assignment Profiles
* Reports
» Misc.

= Summary
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Presenter
Presentation Notes
Notes: Review Agenda 


Introduction:

 Posts to the SATERN Admin ListServe were used as
the basis for this presentation.

* Not all posts are included.
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ITEM RELATED

Mational A 5 Admiristration



How do | place downloadable files on
SATERN?

= Use a document object and attach to the item.
= Content must meet certain guidelines.

= Work with SATERN Content Development
Team; info avallable at https://satern-
courses.msfc.nasa.gov/



https://satern-courses.msfc.nasa.gov/
https://satern-courses.msfc.nasa.gov/
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SATERN Content Dewvelomrmemnmt

I Our Services

Developers Course Owners

Resources

OVERVIEW

SATERM (System for Administration, Training, ahd Educational Resources for
MNASA) is MASA's Learning Managerment System (LMS) that offers web-based
access to training and career development resources for NASA employees and
contractors., SATERMN supports the entry of both instructor-led and online
training for the MASA community .,

wWhether you are a Course Owner who has training materials they would like
posted or a Developer who is working on coding training materials into a
supported format, this website serves as a resource for placing online
training content into SATERM.

ABOUT THE SATERN CONTENT DEVELOPMENT TEAM

The SATERMN Content Development Team is your guide for placing online
training content into SATERM. We can provide the following services to you:

= Answering any questions you may have about how to get vour training
rmaterials onto SATERM,

s Testing your online training to make sure that it meets the standards
defined by the SATERM Operational Review Board. This is required for
all online content loaded into SATERM.

= Providing help in loading your training materials {online training,
supporting documents, etc.) into SATERM.

= Converting your training materials into online training which is
compatible with the SATERM reguirements.

Bringing vour developed online training into conformance with the
SATERM standards,

= Making modifications to yvour existing online training.

&

+ MAasA website MAasa official:

+ MASA Privacy Staternent, Disclaimer, and
Accessibility Certification

Bill Brewster

QUICK LINKS

Contact Us

Content Request Form
Content Submission Process
Known Issues

IMPORTANT INFO

Content Development Guide
Concise information about
developing onfine content for
SATERM,

Frequently Asked Questions
Comrnon questions ahout
developing onfine content for
SATERM,

RELATED SITES

SATERM

MNASA's Learning Managenment
Systenn.

SATERN Info

Current information about
SATERM,

website Manager:
SATERN Content Developrment Tearm
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How do | get information on who has
completed an object that has been assigned
as part of an item?

= Learner Online Item Status report
 Filter by item
e Check “Include Object Details” box
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Time i
Credit Credit Has (HH:M Times

| 1 |hem Learner Mame Last Acthity Given Finished Has Access Ohject Last Aethity Given Finished Access W:55) FEntered
| 2 |8MA-001-07 Johnson, Donald H T/5/2008 05:534 P EST | Ves Yes Tes Introduction to Human Error TAS2008 053:24 PRI EST  Yes Tes Tes 2:23:52 1
| 3 |[BMA-001-07 Johnson, Donald H T/15/2008 0554 PM EST | Ves Yes Yes Test Tr15/2008 0554 PMLEST  Ves Yes Yes 1 B
| 4 |BMA-001-07 | Smith, Darlene M 2152008 02:40 PIVI EST | Yes Ves Tes Introduction to Human Error FFEA2008 02:11 FIL EST Weg Tes Tes 5:00:51 3
| 5 |BMA-001-07 Smith, Darlene N 21572008 0240 P EST  (Ves Yes Yes Test 74342008 0436 PM EST Yes Yes Yes 1
| & |BMA-001-07 LeBlane, JToseph A EA 42008 03535 PR EST  Ves Yes Yes Introduction to Human Error 142008 0308 PRI ESET  Ves Ves Ves 0:27:14 2
| ¥ [SMA-O01-07 LeBlanc, JToseph & 21442008 0335 PW EST | Yes Yes Yes Test 21472008 0355 PM EST  Ves Yes Yes 1
| 8 |SMA-001-07 LeBlanc, Joseph A Ti2E2008 02:48 PIVI EST | Yes Ves Tes Introduction to Human Error Tr2E/Z2008 1238 P EST  Ves Tes Tes 2:09:51 1
| 2 |SMA-001-07 LeBlane, Joseph A FFAZZ008 02:428 PIVI EST Yes Ves Tes Test FrAZZ002 02:42 PII EST  Ves Tes Tes 1
| 10 |BMA-001-07 "Wolf, John C /2072008 07 30 AM EST Ves Yes Yes Introduction to Human Error Tr28/2002 0147 PM EST  Ves Yes Yes 17:42:42 1
| 11 [SMA-O01-07 "W olf, Tohn C T/20/200% 0730 AM EST |Ves Ves Yes Test 72272002 0730 AM EST  Ves Yes Yes 1
| 12 |BMA-001-07 | Traffis, Lawrence & S/22/2008 01:11 PM EST | Ves Yes Yes Introduction to Human Error SF22/2008 10058 AN EST  Ves Yes Yes 3:42:12 4
| 15 |SMA-001-07 Traffis, Lawrence & 8/22/2008 01:11 PV EST | Yes Ves Tes Test 8/22/2008 1231 PRI EST  Ves Tes Tes 1
| 14 |SMA-001-07 Iedina, Loretta I FIT2002 0759 AM EST Yes Ves Tes Introduction to Human Error FITO2008 06:43 AN EST e Tes Tesg 2:42:19 &
| 15 |BMA-001-07 IMedina, Loretta I TTI2008 0759 AM EST  Ves Yes Yes Test TAA2008 0759 AN EST  Ves Yes Yes 2
| 16 |BMA-001-07 Patks, Matasha L TA28/2008 1227 PM EST  Ves Yes Yes Introduction to Human Error Tr2B/2002 11:16 AM EST  Ves Yes Yes 0:37.08 1
| 17 |SNIA-001-07 Parkes, Matasha L T/2B/200% 1227 PM EST | Ves Yes Yes Test Tr2B/200% 1227 PMLEST  Ves Yes Yes 2
| 18 |SMA-001-07 Dimazio, Peter T2er2008 11:11 AN EST |Ves Yes Tes Introduction to Human Error T2R/2008 10005 AN EST  Yes Tes Tes 1:02:21 2
| 19 [3MA-001-07 Dizuzio, Peter Tr29/2008 11:11 AM EST Yes Yes Yes Test Tr29/2002 11:11 AMEST Yes Yes Yes 1
| 20 |3MA-001-07 Renna, Patrick I S/25/2002 02.29 PM EST | Ves Ves Yes Introduction to Human Error SF25/2002 01 .04 PM EST  Yes Yes Yes 2:15:13 2
| 21 |BMA-001-07 Renmna, Patrick W /2502008 0220 PM EST  Ves Yes Yes Test /2572008 0220 PM EST  Ves Yes Yes 2
| 22 |BMA-001-07 Wiygrant, Tamala F 2/28/200% 0832 AN EST Ves Yes Yes Introduction to Human Error 2/28/2008 0838 AN EST |Ves Yes Yes 1:35:55 2
| 25 |SMA-001-07 DIygrant, Tamala F 8/28/2008 0832 AN EST Ves Yes Yes Test 8/26/2008 0333 PM EST | Ves Yes Yes 1
| 24 |3MA-001-07 IIcKinley, Vernon E 2192008 0921 AN EST Yes Ves Tes Introduction to Human Error BFE20028 11:57 AN EST  Ves Tes Tesg 3:01:12 7
| 25 [3MA-001-07 RcKinley, Vernon E 21972008 0921 AM EST Ves Yes Yes Test 219/2002 0921 AM EST Ves Yes Yes 9
| 26 |BMA-001-07 MYERS, CHEISTIET TA42008 01:43 P EST  Ves Yes Yes Introduction to Human Error TA42008 02537 AM EST  Ves Yes Yes 2:38:52 1
| 27 [SNA-001-07 WIVERS, CHRISTIE T TA44200% 01:43 P EST | Ves Yes Yes Test 7472002 01:43 PM EST  Ves Yes Yes 2
| 28 |SMA-001-07 FOSTER, CARITON L /2042008 12:01 PM EST (Yes Yes Yes Introduction to Human Error /2072008 11:04 AM EST Ves Yes Yes 3:04:00 4
| 29 |3MA-001-07 FOSTER, CARITON L 272042008 1201 FM EST (Yes Yes Yes Test /2002002 1201 PM EST  Yes Yes Yes 1
| 30 [3MA-001-07 HAIL, DONALD R Tr3142008 0454 FM EST | Ves Yes Yes Introduction to Human Error Tr3172002 10043 AM EST  Yes Yes Yes 6:30:23 3
| 31 |BMA-001-07 HALL DONAILD R TA3142008 0454 P EST  Ves Yes Yes Test Tr31/2008 04534 PM EST  Ves Yes Yes 1
| 32 |[BMA-001-07 DAVIE, DENMIE S 2/5/2008 12:43 P EST | Ves Ves Yes Introduction to Human Error /542008 11:00 AN EST = Ves Yes Yes 1:42:07 1
| 33 |BMA-001-07 DAVIS, DENNMIS S B/5/2008 12:43 P EST | Ves Yes Yes Test /542008 12:43 PM EST Yes Yes Yes 1
| 34 |BMA-001-07 DEANGELO, FRAMWE L FA2008 09:40 AN EST Yes Ves Tes Introduction to Human Error FFS2008 09:19 AN EST Ves Tes Tes 0:56:19 2
| 35 |3MA-001-07 DEANGELO, FRANE L TAA20028 09:40 AM EST | Yes Yes Yes Test TrLA2008 0940 AN EST  Yes Yes Yes 1
| 36 |BMA-001-07 DANG HUYEN E /1372008 0348 PM EST | Ves Yes Yes Introduction to Human Error 81372008 01 24 PM EST  Ves Yes Yes 0:40:40 1
| 37 |SMIA-001-07 DANG, HIVEN B 2/13/200% 0348 P EST | Ves Ves Yes Test /1372002 0348 PM EST  Ves Yes Yes 3
| 38 |BMA-001-07 WILLIATS, JESSICA D T/28/2008 12:51 PM EST | Yes Yes Yes Introduction to Human Error Tr28/2008 1238 PML EST  Ves Yes Yes 0:07:54 2
| 39 |SMA-001-07 WILLIALS, JESSICA D 2872008 12:51 PM EST | Ves Yes Yes Test Tr28/2002 12:51 PMLEST  Ves Yes Yes 2
| 40 |3MA-001-07 FLEET, JAMES E /2172008 0137 FM EST | Ves Yes Yes Introduction to Human Error /2172002 1030 AM EST  Ves Yes Yes 3:10:53 2
| 0 |EMA-001-07 FLEET, JAMES E /2172008 0137 PM EST | Ves Yes Yes Test /2172002 01 37 PM EST  Ves Yes Yes 1
| 42 |SNMA-001-07 BOBERSEY, JEFFERY W T/20/200% 02:58 AM EST Ves Ves Yes Introduction to Human Error Tr2P/200% 05:42 AM EST  Ves Yes Yes 0:17:09 2
| 43 |SMA-001-07 BOBERSEY, JEFFERY W T/29/2008 0258 AM EST Yes Yes Yes Test Tr29/200% 05:58 AM EST  Ves Yes Yes 1

44 |Sh1A-001-07 ELLIS, KATHIEEN H Fr292008 0137 PV EST Yes Ves Tes Introduction to Human Error Fr9/2008 1223 P EST  Ves Tes Tes 3:40:54 4
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How do | change a due date for an item that
has been assigned to a large group of
learners?

» Use the Required Dates Assistant to change the
required date for a batch of learners for a free-
floating item (Step 3).

* If the item was part of a curriculum (Step 2), all
you have to do is change the initial assignment
and SATERN will change the required date for
everyone who was assigned the item through
the curriculum.
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& NoDIs

& NPR. 7120.5C

& NPR. 8521, 1A Mishap Reporting
& oDIn

&) one NASA

&1 O5Ma Discipline POCs
@OSMA Home Page

@ O5MA Policy-Plans-Documents
& PEMA

@ PBMA Secure Meeking

@ PBMA Secure \Workgroups

& PDRMs

@ President's Managemenk Agenda
@ Quality Leadership Forum
ERAC (SRCY

& RFP Postings

& SATERN Adrmin Docs

& SATERN-Admin Listserve

& SATERN CCR 1620 Form

@ SATERM Contenk Development ...

& SATERN Info Website

& SATERN

&) SATERM Live Admin

4] SATERN Project Website

& SATERN Rules & Process Guide
& SATERN SDD

& SATERN Staging Admin

& SATERN Staging Site

@ SATERM Training Materials
@ Software Assurance at MASA
@ SpaceRef,com

@ Sprvsr & Mngmnk Dey,

@ Today@alenn

& PN

& webEx (NASA)

@ Workmanship Training

@ wiorkforce Cubes For NASA
@ Prodigy Dial Up Mumbers
Trainirng Info

DAI Database Gateway
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SATERN
System for Administration, Training, and
Educational Resources for NAS.

Administration | Home | Preferences | Help | Logout

Background Jobs
Registration Assistant

18k and L10K

Inverntory Assistant
Required Dates Assistant
Succession Planning
Scheduled Offering
Motification Assistant

Required Dates Assistant | Helpr |

> Step 1 > Step 2 > Step 3 > Step 4

Step

STEP SYSTEM SAFETY LEWEL
1 CUT ITERM 1

Step 4 — Enter the new required date

=
@ Done
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ltem Tips

» |T Security is available in a text-based version so that a
visually-impaired person can have their “jaws reader”
read the course to them.

= An item can be flagged as “New”, “Featured”, or
“Revised” on the catalog tab.

= A learner can have an external item on their learning
plan and also have a scheduled offering for an internal

item on their learning plan that overlaps with the external
item.

« Example: External event is a conference that’s three days long;
there’s a NASA workshop during the conference; the learner can
register for the conference via a 1735 and also register for the
workshop in SATERN.

Mational Aeronautics and Space Adrministration




SCHEDULED OFFERING
RELATED




How do | set up a course that has two tracks?

 Example: Track A (Sessions 8:00 — 10:00 AND 10:15
— 12:15) OR Track B (1:00 — 3:00 AND 3:15 — 5:15).

» Create a separate Scheduled Offering for each
Track and set up two segments in each
Scheduled Offering.

Mational Asronautics and Space Administration
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v|Go

Google IGl+ ~ [ () Settings

SATERN
| System for Administration, Training, and
Educational Rescurces for NASA

nt | uling |

Scheduled Offerings
Close Scheduled Offering

Cancel Scheduled Offering > Search > Search Results > View Segments
Sroup Instances
Clazses Scheduled Offering ID: 12213

Scheduled Offerings | Simple Search | Advanced Search | Add hlew | Hela |

Curricuium Seheduling term: COURSE SMATSAEE.OSMA-1001 (Rev 3/5/2007 10:19 AM EST)

FIELD PHASE: MISHAP | TGATION MAMAGEMERT, SITE SAFETY, DATA PRESERWATION,

Tile: AND DATS COLLECTION
Standard Options
Motifications Zost Calculation Cost Summary Pricing Chargeback
Summary m Registration Contacts Materials Custom Fields
—————

w the Segments for the Sche: ed Offering

Tatal Hours: §.55

1 SI2E2007 05:30 SI2E/2007 12:00 PM 300 ShA-OSMA-0013 HSC-Visitar Center-
Ab EST EST Debus
Seneral SMITH, D Hennedy Space Center,
Florida
2 SI27F2007 0310 SI27F2007 10:00 1.00 SMA-OSMA-0014 KSC-Visttor Certer-  Miew
A EST A EST Debus
Witness Interviewing LAWVIREMCE, Hennedy Space Center,
CHRISTIMNE Florida
3 3/2872007 0545 S/28/2007 12200 PM - 3.00 SMA-OSMA-001S KEC-Visttor Center-  Miew
Ab EST EST Debus
Site Safety GASBARRO, TOMY Hennedy Space Center,
Florida

Administration | Home | Preferences | Help | Logout

Track A

@ Done
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v|Go

Links | Google |[Gl+ ~ [ () Settings

SATERN
| System for Administration, Training, and
Educational Resources for NASA Administration | Home | Preferences | Help | Logout

nt | uling |

Scheduled Offerinas Scheduled Offerings | Simple Search | Advanced Search | Add Mew | Help |
Close Scheduled Offering

Cancel Scheduled Offering = Search > Search Results > View Segments

Sroup Instances

Classes Scheduled Offering ID: 12214

Curricuium Seheduling term: COURSE SMATSAEE-OSMA-1001 (Rev 3/5/2007 10:19 AM EST)

FIELD PHASE: MISHAP | TIGATION MARAGEMERT, SITE SAFETY, DATA PRESERWATION,

Tile: AND DATS COLLECTION
Standard Options
Motifications Zost Calculation Cost Summary Pricing Chargeback

haterials

Custom Fields

Summary m Registration Contacts
—————

w the Segments for the Sche: ed Offering

Tatal Hours: §.55

Start Date © Fnel DatefTime m-

1 SI2ES2007 05:30 SI2ES2007 12:00 3.00 ShA-OSMA-0013 HSC-Visitar Center-
&b EST PM EST Debus
Seneral SMITH, D Hennedy Space Center,
Florida
2 SI272007 0100 PM 302772007 02:50 1.00 SMA-OSMA-0014 KSC-Visttor Certer-  Miew
EST PM EST Debus
Witness Interviewing LAWVIREMCE, Hennedy Space Center,
CHRISTIMNE Florida
3 32872007 0345 32872007 12:00 3.00 SMA-OSMA-001S KEC-Visttor Center-  Miew
Ab EST P EST Debus
Site Safety GASBARRO, TOMY Hennedy Space Center,
Florida

Track B
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Scheduled Offering Tips

= When looking at a Learner’s Learning Plan in
“Edit” mode, you will see each approval step
listed separately; when looking at it in “View”
mode, you will only see one step.
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SATERN
i Sy=stern for Administration, Training, and
Educational Reecurces for NASA

~dministration | Home | Preferences | Help | Logout

Learners

Learning Event Editar
Learning Event Recorder
Competency Assessment
Editor

Learner Needs higmt

Learners | Simple Search | Advanced Search | Help |

> Search > Search Results > Edit Lear

User Mame Kiremp
Mame:
Standard Options
Commerce Accournt Code Catalog Preview Freferences Approval Role Approvals
Cpty Profiles Competencies Registration Requests Online Status Assessments

Summary Fhone Mumbers Custormn Fislds Lt Lesrning History Curriculs
Edit the Learner
Assign Learner lNeeds
Enter ftems or add one or more from list sarning M

Assign Date

Type Lo (e) MDD )

=] I —

Update the Lear

g Plan for the Learner

Wiewe: (0 all G Mesds 0 Requiremerts
Show Duplicates: Yes

Ceem e L carming information
CORFERENCE HASA- 2005 SATERM Learner Req. Dote—B | | Assion. Type: = 1
SAS-08 SOMAMNSTRATOR  kirsmp REMFP,

(Rew S/6/2008 0918 SLMRIT HERRY L Erays Rerm: Compl Dete:
A EST) Curriculum D Failure Date:
Assigned: 8712008
COMFERENCE HASA-  ZO0S SeTERM Learner Req.Date: BB [ | assion Type ~] =
SAS-08 DMIMISTRATOR  rsanakria
(Rev B/6/2005 0918 SUMRIT Days Rem Compl Dete:
A EST) Curriculum 1D Failure Date:
Assigned: iz 2008
COMFEREMCE HASA- 2008 SATERM Learner . 1 . 1
Red. Dat e T ~
SAS-08-SRO ADMIMSTRATOR  kiremp REMP, e Date: BB WA |
(Rev 5112008 0243 SUMMIT: KERRY L Days Rem: Compl Date:
PR EST) SATERM
BER RTINS Curriculum ID: Failure Date:
OVERVIEW (B1) Assigned: Si27 /2008

COMFERERMCE HASA- 2008 SATERM Learner

... Req Date: [T Assign. Type: - L] ~
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Google IGl+ ~ [ () Settings

SATERN
| System for Administration, Training, and
Educational Rescurces for NASA

Administration | Home | Preferences | Help | Logout

Learners

Learning Event Editor
Learning Event Recorder
Competency Assessment
Editar

Learner Needs hMomt

Learners

| Simple Search | Advanced Search | Help |

> Search > Search Results > View Learning Plan

User Mame: kiremp

Marme: REMP, HERR™ L
Standard Options
Commerce Accourt Code Catalog Presview Preferences Approval Role Approvals
Cpty Profiles Competencies Registration Requests online Status Azzessments

Summary Phone Mumbers Custorn Fields Learning History Curricula

View the Learning Plan for the Learner

Wiew: (Al & Meeds ORequirements

Showy Duplicates: D

COMNFEREMNCE HASA-
SAS-08

(Rew 852008 09:18
A EST)

COMNFEREMNCE HASA-
SAS-08-SRO

(Rew 5112008 02:43
Pl EZT)

COURSE GRC-
AD0245

(Rev 4/27/2006 12:00
AM EST)

COURSE GRC-
91808

(Rew 46272006 12:00
AM EST)

COURSE GRC-TA-
DA (Rew $/24/2005
02:07 PM EST)

COURSE GRC-TA-
DCP (Rev 362003
01:08 P EST)

Add User Learning Information

QOE-=ETERM Learner Req. Date: Assign. Type:
AOMIMISTRATOR  kiremp REMP, Days Rem: Compl Date:
SRR FERRY L Curriculum ICx: Failure Date:
Azsigned: a7 2008
2005 SATERM Learner Req. Date: Assign. Type:
ADMIMISTRATOR  Klremp REMP,
SLIMMIT: KERR™Y L Days Rem: Compl Date:
SATERMN Curriculum 10 Failure Diate:
gipE%T’Igg 1) Assigned: BI27 2008
PREVEMTIMNG Acdmin Req. Date: 8ra52009 Assign. Type: REQUIRED
HARASSMWENT IN Days Rem: 346 Cormnpl Date:
\I\'_ERKPLACE CurricLluem 10 SSI(?:I-?T(?ULUM Failure Date:
Assigned: BrEr2005
SATERM - Addmin Req. Date: Azsign. Type:
LEARMER - Days Rem: Compl Date:
TRAIMIMG crsedelmeyer  oericulum ID: Failure Date:
Azsigned: 8182006
DISABILITY Acdmin Req. Date: 89752009 Azsign. Type: REQIUIRED
AVARENESS Days Rem: 346 Compl Date:
Curriculum 10 SSI(?:RT(?ULUM Failure Date:
Assigned: BrEr2005
DISCRIMIMATION Admin Req. Date: 8/a/2009 Azsign. Type: REGUIRED
COMPLAINTS Darys Rem: 345 Compl Date:
PROCESS Curriculum 10 ?RE;EE) wowa  Failure Date:

“View” mode

-~
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Scheduled Offering Tips, cont’d

= Disable “Auto Fill” when you designhate someone
as a “No-Show” when there are waitlisted
Learners; otherwise SATERN will enroll the
waitlisted Learners into the No-Show slots.
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| System for Administration, Training, and
Educational Resources for NASA Administration | Home | Preferences | Help | Logout

nt |

Scheduled Offerings
Close Scheduled Offering
Cancel Scheduled Offering
Sroup Instances

Classes

Curriculum Scheduling

uling |

Scheduled Offerings | Simple Search | Advanced Search | Add hlew | Hela |

> Search > Search Results > Edit Summary

Scheduled

Offering I0: RISl
ttem: COURZE SMA-SOFT-HSC-1002 (Rev G/27/2005 04:22 PM EST)
Title: INTRODUCTION ARD ASSURAMCE FOR COMPLER ELECTROMICS
Standard Options
Matifications Cost Calculation Cost Surmmary Pricing Catalog Chargeback

m Segments Registration Contacts Materials Custom Fields

Edit the Scheduled Offering

* = Required Fields

Group Instance: [A] l:l
* Time Zone: [ [0 Show inthis Time Zone
Approval Process D [

Approval Required:

[rocee rorer e Uncheck when learners are

Emil: Imac:ee price@nasa.goy

Phone: [757-224-4n026 ith
| - waitlisted

Active:
]

Auto Fill Registration:

Comments:

Closed: Mo Close the Scheduled Cifering
Closed Date:

Cancelled: Mo Cancel the Scheduled Cifering

Cancelled Date:

-~

é & Trusted sites




Scheduled Offering Tips, cont’d

= To put everyone on a wait list, set the minimum
and maximum registration levels to “0”.

» Closing a Scheduled Offering does not inactivate
It; the “close” function is related to Commerce,
which NASA is not currently using.

* Inactive the Scheduled Offering by unchecking the
“Active” box.

e This allows you to run the “Learning Calendar” report
to determine which SO'’s are open and which are not.
Choose “Active” or “Inactive” (choosing “Both” gives
results with no designation of “Active” or “Inactive”).

Mational Aeronautics and Space Adrministration
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Educational Resources for NAS

Administration | Home | Preferences | Help | Logout

Scheduled Offerings
Close Scheduled Offering
Cancel Scheduled Offering
Sroup Instances

Classes

Curriculum Scheduling

| Simple Search | Advanced Search | Add Mew | Help |

Scheduled Offerings

> Search > Search Results > Edit Summary

Scheduled

Offering I0: RISl
ttem: COURZE SMA-SOFT-HSC-1002 (Rev G/27/2005 04:22 PM EST)
Title: INTRODUCTION ARD ASSURAMCE FOR COMPLER ELECTROMICS

Standard Options

Catalog ][ Chargeback ]
][ Custom Fields ]

Pricing ][

[ Matifications ][ Cost Calculation ][ Cost Surmmary ][
Contacts ][

[ sommery | | regeson |

Edit the Sche.

Segments Materials

o Offering

* = Required Fields

o]

Group Instance:

Facility: ) [LaRC-BLDG-1153
* Time Zone: [ [0 Show inthis Time Zone

Approval Process D €D [1=STEP SUPER

Approval Required:

Contact: |Tracee Parker Rice
Emil: Imac:ee price@nasa.goy
Phone: [757-224-4n026

Fane: |

Active: -

Auto Fill Registration:

Comments:

Closed: Mo Close the Scheduled Cifering
Closed Date:

Cancelled: Mo Cancel the Scheduled Cifering

Cancelled Date:

Uncheck to Inactivate

<
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Tools  Help
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Address @ https:iffsatern.nasa, govfelms/pwalauthenticate, do

v| Go Links  Google |G|+ ~ |o 2> [T Settings=

<

SATERN
Systemn for Adminiatration, Training, and
Educational Resources for NAS

Administration | Home | Preferences | Help | Logout

+ Azsessment Reports
Background Report Jobs
+ Competency Reports
Custom Reports
+ Document Reports
+ ExamiSurvey Reports
External Reports
+ ftem & Curriculum Reports
+ Learner Reports
Recurring Report Jobs
+ Reference Reports
+ Registration Reports
+ Resource Reports
- Scheduling Reports
Cetificate of Completion
Clazs Data
Clazs Locstion
Class Progress
Learning Calendar
Scheduled Offering Data
Saved Reports

Report

Run Learning Calendar

Report Title:
Report Header:
Report Footer:
Report Destination:

Report Format:

Learning Calendar

@& Browser () Local File

om0 o on Choose “Active” or “Inactive”

Ll Page Break Between Records

Casze sensitive search:

Date Rancge From:
CMRADD )

Date Range To:
CMPRDD ™ ™)

ftem:

Aactivity Type:
Location:
Equipment:
Facility:
Instructor:
Offering Type:
Showe Only:
Include Cancelled:
Sort By:

Display:

O ves @ no
I —
| ]

Fitter by criteria  or

by Type: | ~

=3 Eact S|
| | Exa‘:}/v |
| | phact |

Fiter by criteria  of By |0 | [Exact |~

Select fromlist  of By D |

Fitter by criteria ar By D |

Fitter by critetis  or By | [Exact ~|
/
Eitter by criteria By ID | | | Exact w |

O tem (O @ Both /

@ Active Offerings O Inactive Offerings O Buoth
O ves @ no
@ teminctivity O Scheduled Offering ID O Start Date

@ By Offering (O By Segment

-~

@ Done
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LEARNER RELATED




How do | distinguish a manager/supervisor
from non-manager/non-supervisor when
assigning an ltem to a Learning Plan?

For example:

IT Security has two IT Security mandatory courses
e Basic IT Security for 2007

o |IT Security for Managers 2007

How do you add the right course to the right learner
learning plan?

Mational Asronautics and Space Administration




Distinguishing a manager/supervisor
from non-manager/non-supervisor, cont’d

Use a curriculum and an assignment profile
to assign mandatory training for employees and supervisors.

The Job Aid ‘Curriculum/Assignment Profiles’ is helpful.
o Set up two different curriculums:
one for employees and one for supervisors.

Curricula | Simple Search | Advanced Search | Add New | Help

> Search Results

searc

View Curriculum Results

LARC-TS-2008- TS 2008 FOR NONSUPERVISORS View | Edit | Delete | Copy
HONSUPRS
LARC-TS-2008- TS 2008 FOR SUPERVISORS View | Edit | Delete | Copy

SUPRS

Mational Asronautics 2 Acirmirnistration



Co=st Names
Assignment Profiles
Approval Process
Approval Roles
IDFP Templates
Job Positions
Documents
Organizations
Organization Groups
Tazks

+ General References

Distinguishing a manager/supervisor
from non-manager/non-supervisor, cont’d

Create a separate assignment profile
to assign to each of the curriculums.
* In the supervisor profile:
Use a Supervisor Status field with a value of 2, 4, and 5

e Inthe employee profile:
Use a Supervisor Status field of with a value of 6, 7, and 8

Learner Management | Scheduling | Learning | Commerce | Resources | References | Reports | Tools | Systerm Admin

Assignment Profiles | Simple Search | Advanced Search | Add New | Help

> Search Results

s

View Assignment Profile Results

LARC-HNONSUPRS LARC-NONSUPERVISORS Wiew | Edit | Delste | Copy
LARC-SUPERVISORS LARC-SUPERVISORS Wiew | Edit | Delete | Copy

Mational Asron:
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enefits of using a Curriculum and
an Assignment Profile

e Additional courses can be added to the curriculum
« SATERN automatically adds the new courses through
the assignment profile.

e Automatically adds the curriculums to new learners if their
attributes match the values in the assignment profile.

 Checks to see if the learner has already completed the item.
If so, it is not added to their Learning Plan again.

¥ Manually assigning the items through a Learner’s Learning Tab
or using a bulk assignment through the Learning Needs
Management does not perform this check.

Using curriculum allows ability to set initial assignment dates
and retraining periods.

29
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Presenter
Presentation Notes
NSSC Help Desk calls from Learners who are saying that required training is appearing on their Learning Plan after the Learner has already completed the Item.  

     The reason this is happening is because some administrators are assigning free-floating items using Learner Needs Management or through the Learning Plan tab in the Learner record, and they are assigning the Item to Learners who have already completed it. 

     If you assign an Item to a Learner after they have completed it, it will appear on their Learning Plan as a new requirement -> unhappy employees 

     If you use Curriculum, the system will reconcile who has already completed the Item and will not add it to their Learning Plan if they have already completed it (unless there is a re-training period associated with the Item). 


Learner Tip

* You can designate a NASA Civil Servant as the
Supervisor for non-NASA military personnel
SATERN accounts.




DISCIPLINE RELATED




What Is the difference between a Level 9
(Discipline Reporter) and a Level 11
(Reporter) Admin?

* Level 11's have a different domain restriction
and have a greater number of workflows than a
Discipline Level 9. Level 11’s cannot report on
ltems that fall within a Discipline domain, only
within their Center's domain.

« Admin workflows are in Appendix C of the SDD.

e There's a breakout session on SATERN Workflows
and Domains on Oct. 1 from 2:45 — 4:15.




Are there any jobs aids for Discipline Domain
Reporter and what reports do they have
access to?

= The following screen shot is for the IT Discipline;
domain restrictions for other discipline reporter
roles would be different based upon the
discipline, but the reports they can run are the
same.

e There's a breakout session on SATERN Workflows
and Domains on Oct. 1 from 2:45 — 4:15.

Mational Aeronautics and Space Adrministration
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Run Exam and Survey Repoart Exam Entity ITS
Ohjects Report
Run Job Position Detail Repart Job Position Entity ITS
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NF1735 RELATED




How can a Learner see who approves
their NF-17357?

- *The first approver is the
R supervisor.

Profile
eemaen ndetfesionseigs. R T ) egrners should be encouraged

to verify their supervisor prior to
e e submitting a NF-1735.

Last Mame: |HoOWLETT

Middle Initial: [p

This can be done by viewing the

Job Position: HUMAN RESOURCE SPECIALIST HR. DEVEL

Job Location: LARC-B402-TRAINING, DEVELOP, & Personal Tab and PrOfile Iink.

Organization: €) [vORALE, WELFARE, AND RECREA

Employee Type: Civil Service Employee

T mervisor, © FHILIFS, SEWAT If the wrong supervisor is listed,
Hire Date: 6/1/2003 .
Resume Location: the learner can update their

Domain:  OFFICE OF HUMAN CAPITAL MANAGEMENT

rosowert; e supervisor field.

Mational Asronautics ar wdrministration



How can a Learner see who approves
their NF-17357?

= When a learner initially submits a NF-1735,
the approval route is displayed.

» Clicking the link (Show All) reveals the actual names.

Approval Submission

Submit for Approval

— Back
The item/request =elected requires approval using the steps listed below.

Any step that do not have a user listed must have a name filled in before the request can be submitted.

Approval Step Approvers

Supervisor Level 1 (Show All)
TO-3 (Show All)

TRAINING OFFICE {Show All)

NSSC PROC (Show All)

Initial Approval
Training Coordinator
Training Office
MN55C Procurement

Mational Asronautics ar wdrministration



NF-1735 Approvers, cont’'d

Approval Submission

Submit for Approval
— Back
The item/request selected requires approval using the steps listed below.

Any step that do not have a user listed must have a name filled in before the request can be submitted.

Approval Step
Initial Approval
Training Coordinator
Training Office
NS5C Procurement

Approvers

DOMMA L PHILLIPS; (Close View)

DONMNA FORBES; MICHELLE M SOWDEN; (Close View)
PATSY L CAMPBELL; (Close View)

NSSC PROC (Show All)




After the NF-1735 has been submitted

» Learners should click the Learning Tab then External
Requests link and check the ‘Pending Approval Actions’ to
see which approver has the NF-1735

= Learners should be encouraged to frequently check the status
of their NF-1735s. If it is still pending, they need to contact
the approver and/or the Center Training Office.

arning Plan = Learning Calendar = Current Registrations = Corriculum Status = Learning History = Record Learning = External Training Requests

Request, Authorization, Agreement & Certification of Training “

Below is a list f all of External Training Requests. Click the Request ID for more information about the request. You mavy sort by using the
Viewing Dp d op d own. CI l-: W hd aw Req est to Wit hdraNf rom an External Training Request. Click the New External Request

button to initi t ew request.
--NEW View the SATERN Quick Refer e Guide for External Training for detailed information on the NASA External Training process and the
request form.

Mational Asron Srmiristration



ot

t do when the NF-1735 Is “stuck’
approver step

" " at an

sarner Management | Scheduling | Leamning | Commerce | Resources | References | Reports | Tools | System Admin m An Ad m i n Level 1 Can

Learners Name: BIOWNDOLILLOD, PATRICLA M

Learning Event Editor Approval ID: 139088 11 N

Learning Event Recorder Title: 2009 NACE Annual Conference S u pe r—ap p rove th e
Competency Assessmen t

Editor

Competency Assessmen t N F_1735
Recorder .

» Recommend setting a
policy on when to do

T — this and including
[t otk szie B remarks in the
N ’ Comments field.
B e 2 = Admins should not
‘super-approve’ the
Training Office step
since Training Codes

cannot be entered.

Learner Needs Mgmt

Approval Jate
Approveu

Ll

NSSC Robin E Schenck (Show Al No O
Procuremen t
0

g

3

i
U [T (R TS
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How to find a NF-1735 tracking number

Chose the Reports Tab, then click the ‘Custom
Reports’ link on the left.

Custom Report Search Results

Records per F'a-gel a j* Page: 1 234 «Fr= 5 | Mexts F"Elge|1 of 4. Go
Report Hame | Description

Approvale_Status Dizplayes, for the Learners =elected, the status of any Bun | View
training Approval Processes they have initiated.
Adminz may choose to return detailz about specific
request types, approvalz for a specific tem or
scheduled offering. Similar to 2ystem report but alzo
contains a Step Number filter, Start and End Date filter,
and Regiztration Cut-off Date column. Revized
08524/07. (NOTE: Reverted to previous version on
02/14/08, due to potentialty causing =ystem crazhes.)




3

uling | Learning | Commerce | Resources | References | Repors | Tools | System Admin

Learner: Fiter by criteria  or By ||3|rdhc|wlefl't |Exad:|
Domain: Fiter by criteria  or By ||}| |Exau:1ll
Submit Date between: m I—

(MDD YY)

and: I—

(MDD ™) E

Group By: = Learner ' Domain ' tem ' Status Approver
Request Type:

Scheduled Offering:
Approvers:
External Requests:

Request Status:

Completed Step Number:

[ scheduled Offering

¥ External Requests

Fiter by criteria  or By ||3| |Exad:|

Fiter by criteria or By ||}| |Exau:1ll

Fiter by criteria  or By |D| IExact;I
- Pending

I verified

v Approved

" Denied

I Select All 'I

Request Type:

Qnline temsz:

[ oniine tems

Fitter bv criteria or by TYIJ'BZI ;I

io: |Exact =|

2 Admirnistration

How to find a NF-1735 tracking number, cont’d

Enter the Learner ID

Check ‘External
Request’ box
and ‘Approved’ box.

Uncheck any other
boxes.

Click ‘Run Report’




How to find a NF-1735 tracking number, cont’d

Approvals Status Report
Domain ID: LARC-B4 Total: 1
Request
Registration
User Leamer Request Cut-off Approval
Name Name Type 1D Title Submitted Start End Date Status Step Approver
HOWLETT, External 9867 Basic 2f9/2007  &5M14/2007  5M18/2007 33218 Approved 6 Rhudy, Lisa
REBECCA. Learning Staffing and J
D Request Flacement

» This is the NF-1735 tracking number

?requestld=9956&isPrintFriendlyPage=yes
Press [Enter].

or save as an HTML file and open using MS Word.

Admiristration

Mational A

= Log into the SATERN Learner side. Copy and paste this URL within your browser:
https://satern.nasa.gov/elms/learner/externallearning/viewExternalLearningActualRequestAction.do

= Change the requestlD= number (the number before the &) to the 1735 tracking number.

= This will display the most current 1735. You may either print directly from your browser,




CURRICULA / ASSIGNMENT
PROFILE RELATED




When adding Items to an entire Centers'
Learning Plan which comes first, the
Assignment Profile or the Curriculum?

= The Curriculum must be created before you can
assign it using an Assignment Profile.

* Please refer to the Curriculum/Assignment Profiles

Job Aid.
e Two sessions on Curriculum are being offered at the
Summit this afternoon (Basic and Advanced).

Mational Aeronautics and Space Adrministration




Which reports within SATERN allow you to see:
 Which learners a curriculum has been assigned to?
 Which learners have completed a curriculum?

= Learner Curriculum Status or Learner Curriculum
ltem Status Reports

Mational Asronautics and Space Administration
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Curricula / Assignment Profile Tips

= The system will notify the Learner anytime items have
been added, modified, or removed from their Learning
Plan. However, this notification [Learning Plan
Automated Process Module (APM)] goes out through an
automatic process that is scheduled to run every
Wednesday.

When new learners are added to the system (delta), if
their attributes match the attributes in an Assignment
Profile, the system will assign the appropriate curriculum
to them (the Assignment Profile Synchronization APM
runs daily).

FPPS, which contains civil servant information, synchs
with SATERN on a daily basis.

Mational Aeronautics and Space Adrministration
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Curri(_:uI/AssigH;nent Profile TipS

* [tems are independent within a Curriculum relative to
assignment and retraining periods; although you can
change the periods within the Curriculum without
Impacting the item globally.

* When selecting the attributes for contractors in
Assignment Profiles, use the Employee Type ID field,
and then select all the field values except "1 (SATERN
iIdentifies NASA Civil Servants with that value), the
others cover contractors, non-NASA civil servants, and a
couple of others. Or, select only "2", which specifically
selects contractor employees only.

Mational Aeronautics and Space Adrministration
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CurricuI/Assigr;nent Profile Tipé

* To set up a curriculum where a learner can
choose 1 of 3 items and get credit for the
curriculum:

* Create an item that states: “To complete this item,
please take one of the following : X, Y, or Z.”

e Make X, Y, and Z substitutes for the item.

e Put the item in a curriculum and assign it to the
learners.

 When the learner completes X, Y, or Z, they will get
credit for the item, therefore, the curriculum will be
complete.

Mational Aeronautics and Space Adrministration
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Address @ https: jnasasta. gpehosting.comfelms/pwajauthenticate . do; jsessionid=L 3zbwmnBGROgpE1 RawErMocd KpHBXQOMMIQb IBMT 10 Thizi TKbf 150860336

~| Go | Links

Google IGl+ ~ [ () Settings

SATERN
| System for Administration, Training, and
Educational Rescurces for NASA

Administration | Home | Preferences | Help | Logout

curricula

ems

Competency Profiles
Competencies
Contert Packages Revision

ttem Type: COURSE
ttem o ShA-057-01
Revision Date: &/ 372005 09:05 AM EST

Azzessment Surveys Humier:

Azsessment Processes ttem Title: STEP LEVEL 1 CORE REQUIREMENTS

Ohjectives

cestions Pricing Chargeback Catalogs Subject Areas Standard Options

CEAEES Cinline Settings Matifications Materials Objectives Grading Options || Cost Calculation

Content Ohjects = = = -
Curricula Competencies Zustomn Fields Reguests Rogst Reasons Substitutes

Exam and Survey Ohjects

m Design Data Delivery Data Prerequisites Documents Tasks

ew the tem

Classification: online tem
Source ID: IMTERMAL (Internal)
Drotmain 10 SMA, (Safety and Mission Assurance)

Delivery Method ID:
Azsign. Type IO

ILT (Instructor Led Training)
REQUIRED (Required)
Approval Process D

Approval Recuired: Mo
Safety Related: Mo
Approved: Mo
Active: Yes
Create Date: 8132008
Registration Threshold Days:

Auto Fill Registration: Mo
Do Auto Competency: Mo
Learnfar can record o
Learning Events for themselves:
Supervisors can record Mo

Learning Events for subordinates:

To complete this item, please take one of the follovving instructor-led courses: Skl
SAFE-NSTC-0037 Hydrogen Safety; SMA-SAFE-MSTC-0060 Steel Erection; Shis-
SAFE-MSTC-0068 Demalition .

Description: Click onthe blue arrow to the left of "Substitutes" below to see the NSTC course
information

For additional information, please refer to the STEP Interactive Handbook located at
WY SOV T G0N

Comments:
Instructor Materials:

ltem

Description

-~
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Tools  Help

@Back < J Ia @ ;;j pSearch ':,':“\? Favorites @ [‘E\g' _?\?_ |_.J ﬂ

Competency Profiles
Competencies

Contert Packages
Azzessment Surveys
Aszzessment Processes
Ohjectives

cuestions

Communities

Content Ohjects

Exam and Survey Ohjects

Address @ https:}{nasastg. gpehosting. comjelms fpwafauthentic ate . do; jses sionid=L 3ztwmnBGPdgpE 1 RyvwErMSc4 KpHEXQONMIGh IEMT 1q Thizj TKBF IS0S60336 ~ | Go Links | Google |[Gl+ ~ [ () Settings
SATERN
| Systemn for Administration, Training, and
Educational Resources for NASA Administration | Home | Preferences | Help | Logout
curricula lterms | Simple Search | Advanced Search | Add Mew | Help |
ems

= Search > Search Results > View Substitutes

ttem Type: COURSE
ttem ID: Sha-087-01
Revision Date: 51352008 09:08 Ak EST
Revision
Mumber:
ttem Title: STEP LEWEL 1 CORE REQUIREMENTS
Pricing Chargeback Catalogs
online Settings Motifications Materials
Curricula Competencies Custom Fields
Summary Design Data Delivery Deta

Subject Areas Standard Options
Ohjectives Grading Options Cost Calculation

e | romeesrs | SETTTITN Substitutes
Prerequisites Documents Tasks

View the hems Granting Substitutes for the ltem

o e

COLURSE SMA-SAFE-NSTC-003T HYDROGEN SAFETY Substitute wes

(Rew SMO2006 10:13 AMEST)

COURSE SMA-SAFE-NSTC-0060 STEEL ERECTION Substitute es

(Fey SM02006 12:19 P EST)

COLURSE SMA-SAFE-NSTC-0063 DEROLITICN

(Rew 5072006 01:21 PM EST)

Substitute wes
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SATERN
Systemn for Adminiatration, Training, and
Educational Resources for NASA

v| Go Links  Google |G|+ ~ |o 2> [T Settings=

Administration | Home | Preferences | Help | Logout

Curricula

ftems

Competency Profiles
Competencies

Content Packages
Aszessment Surveys
Azsessment Processes
Ohjectives

uestions

Communities

Content Ohjects

Exam and Survey Objects

| Simple Search | Advanced Search | Add Mewy | Help |

Curricula

= Search = Search Results > Edit Rems

Curriculum ID; SMA-STEP-CHOOSE1OF3
Title: TEST OF THE CHOOSE 1 OF 3 WORKAROUND

Curriculum

Documents Job Positions

Edit the Cu

Add an tem to the Curriculum

Erter ttem ID or add one or mare from list

Type [[n]

||

Update the Rems for the Curriculum

Select AllF Deselact All

Title
B CoURSE SMA-08T-01 (Rev 8/ 3/2008 09:08 &AM EST)  STEP LEVEL 1 CORE
REQUIREMEMTS
Initial Assignmernts: [LEiY
Retraining Assignments: [F20N

Seguence Mumber: Effective Date: \S/22/2008 Assignment Type: REQUIRED (Required)

Select &Il i Deselect A1l

ltem
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File  Edit Wiew Favorites Tools  Help ","

- - — n 2 k=
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@ Back =) » = lj P Search . Favorites @ [‘}___ =" ﬂ
Address @ https:}{nasastg. gpehosting. comjelms fpwafauthentic ate . do; jses sionid=L 3ztwmnBGPdgpE 1 RyvwErMSc4 KpHEXQONMIGh IEMT 1q Thizj TKBF IS0S60336 ~ | Go Links | Google |[Gl+ ~ [ () Settings
SATERN
| Systemn for Administration, Training, and
Educational Resources for NASA Administration | Home | Preferences | Help | Logout

Learners
Learning Event Editor
Learning Event Recorder

User hame: C-shlahut

Competency Assessment Marme:
Editar
Learner Meeds Mamt Standard Options
Commerce Account Code Catalog Preview Preferences Approval Role Approvals
Cpty Profiles Competencies Registration Reguests Snline Status Azsessments
Summary Phone Mumbers Customn Fields Learning Plan Curricula

View the Lear

ng History for the Learner
Sort By
o riie T e~ Compteion ot

COURSE GRC-001-06 (Rev 54 5/2006 12:00 PM EST) Completed  9412/2006 11:51 Ak s
EST Details | Object
Details

GRC ARNMUAL SECURITY BRIEFING FOR 2006

COURSE ISD-WORKSHOP-DEMO (Rev 5/29/2005 12:00 Completed  B/26/2005 03:26 PM EST s
P EST) Details | Object
Details

=D Workshop Demonstration Course

ltem

COURSE ISD-WORKSHOP-DEMO (Rev 5/29/2003 12:00 Completed  B£372008 05:25 PM EST sy
P EST) Details | Object
Details

I=D Workshop Demonstration Course

COURSE ITS-003-06 (Rey 972902006 12:00 P EST) Completed 1182006 10:07 Ak
EST

(1]
etails | Object
Details

Basic IT Security for 2007

COURSE SMA-019-011 (Rev 427/2006 12:00 Ak EST) Completedd Wisw Details

FURNMDAMEMT AL SAFETY

COURSE SMA-019-011 (Rev 4427/2006 12:00 Ak EST) BMTI2003 01:45 PM EST Wimm

Details | Object
Details

Substitute Item

FURMDAMEMT AL SAFETY
COURSE SMA-08T-01 (Rev 5135

Substitute 8729/2003 09:56 A Wisw Details
EST

05 09:08 AM EST)

STEP LEVEL 1 CORE REQUIREMENTS

COURSE SMA-SAFE-NSTC-0006 (Rewv 5872006 10:59 Completed Wiew Details
A EST) EST
COURSE SMA-SAFE-NSTC-0037 (Rev 5M0/2006 10:13 Completed  §/29/2005 09:56 Ak Wiew Details

Al EST) EST
HYDROGEMN SAFETY

(<
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V| Go Links | Google |[Gl+ ~ [ () Settings

Learners

Learning Event Editor
Learning Event Recorder
Competency Assessment
Editar

Learner Needs hMomt

SATERN
| System for Administration, Training, and
Educational Rescurces for NASA

Learners

Administration | Home | Preferences | Help | Logout

| Simple Search | Adwanced Search |Help |

= Search > Search Results > Edit Curricula

User Mame: C-eklahut

Marme:
Commerce Accourt Code Catalog Presview
Cpty Profiles Competencies Registration
Summary Phone Mumbers Custorn Fields

Preferences

Requests

Learning Plan

Standard Options
Approval Role Approvals

online Status Azzessments

Edit the Learner

Add a Curriculum to the Learner

Erter "Curriculum ID' and 'Assign Date’ or add one or more
. Azsign Date
Curriculum 10 MDD
| FA[szozo0s

Update the Curricula for the Learner

from list

Title

ShA-STEP-CHOOSEN OF3 TEST OF THE
CHOOSE 1 OF 3
WORKAROUND

ShiL-STEP-SS-LEWVEL1 STEP
PROGRAM
SYSTEM
SAFETY LEVEL
1

Complete

Incomplete

1N

(SIS

--
Remove

E 2008 Details
A 511352008 Details [

Select &1l i Deselect A1l

Curriculum
Complete

@ Done

é & Trusted sites
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Curri(_:uI/AssigH;nent Profile TipS

= Employees who are hired after curriculums are created have
required-by dates further out than the employees who were
assigned the curriculum at the initial creation.

= Why? Because the curriculum assigns the same number of
days as the initial basis originally created, but counts from
when the curriculum is added to the learner Learning Plan.

= Setting a required date for a curriculum tied to an assignment
profile means you will need to track learner records.
 Run a Learner Learning Needs report, using the ltems in the Curriculum
as Item filters.

» Filter the required date to display assigned required dates AFTER the
default assigned date.

» Use the results to run the Required Dates Assistant found under the
Admin-Tools menu to correct the dates for those affected if needed.

Mational Aeronautics and Space Adrministration


Presenter
Presentation Notes
Use  HQ-025-07 as an example.

When this item was originally assigned, Learners had 43 days to complete it.

Use the Learning Reports

	Learner Learning Needs



Refer to the back up slide showing the co-ops.

They were hired after the original deadline of 7/31/2008.

So when HQ-025-07 was assigned to them, it uses their hire day, adds 43 days and this becomes their completion date.






Example:

ltem HQ-025-07 was assigned to all employees via a Curriculum with a
completion deadline of 7/30/2008.

New employees were hired after the curriculum date was established.

SATERN sets the Assignment Date of when the employee shows up in
SATERN and then adds 43 days to get the Required Date because 43 days
was the initial number entered in the original curriculum.

+ Azseszment Reports
Background Report Jobs

+ Competency Reports
Custom Reports

+ Document Reports

+ Exam/Survey Reports
External Reports

+ ltem & Curriculum Reports

- Learner Reports

|-Certificate of Completion

(-Cumulative Gap Analysis

(-Learner Competency

Assesament

(-Learner Competency
Profiles Status

(-Learner Conflict

(-Learner Curriculum ftem
Status

I-Learner Curriculum Status

|-Learner Data

I-Learner tem Status

(-Learner Learning History

(-Learner Learning Hours

|-Learner Learning Needs

I-Learner Learning Plan

|-Learner Online tem Status

|-Learner Created Account

|-Learner Self-
Registration/\Withdraw

Recurring Report Jobs

+ Reference Reports

+ Registration Reports

+ Resource Reports

+ Scheduling Reports

Soved Dennrte

Learner Management | Scheduling | Learning | Commerce | Resources | References | Reports | Tools | & 'stem Admin

xxxxxxxxx

User Name: HARTZHEIM, MEREDITH L

Item
Item Title Assignment Type Assignment Dately Required Date Expiration Date Days Remaining
COURSE HQ-025-07 NASA RECORDS REQUIRED (Required) ~ 7/31/2008 91272008 2
(Rev 2/4/2008 08:00 AM MANAGEMENT FOR
EST) EVERYONE

User Name: = = W FFes Leamer Name: MARTIN, ROBERT A
Item
Item Title Assignment Type Assignment Date  Required Date Expiration Date Days Remaining
COURSE HQ-025-07 NASA RECORDS REQUIRED (Required) 8/16/2008 9/28/2008 18
(Rev 2/4/2008 08:00 AM MANAGEMENT FOR
EST) EVERYONE

User Name: = = W FFes Learner Name: QUIGLEY, RENEE P
Item
Item Title Assignment Type Assignment Date  Required Date Expiration Date Days Remaining

COURSE HQ-025-07 NASA RECORDS
(Rev 2/4/2008 08:00 AM MANAGEMENT FOR

REQUIRED (Required) 7/31/2008 9/12/2008 2
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Report Tips

= |f a contractor account does not have the Job
Location field and the Organization field
populated in their profile, they do not show up in
the Module Report in SATERN Custom Reports,
even If they have completed the training.

 There needs to be further discussion about
Contractor accounts in SATERN.

= When generating the module report on incomplete
training for one organization, you must use the report
filters and select a Domain ID. Manually entering an
|ID does not work.

Mational Aeronautics and Space Adrministration



Report Tips

* |sthere areportin SATERN that will not only list course
completions, but courses completed in a Substitute status?

» Use the Learner Item Status Report.

» Put a filter on the "Completion Status" field of
"COURSE_SUBSTITUTE"

» This shows all Learners who were granted Substitute credit.

* You can put an additional filter on the Item, so if you want to
know the Learners that received Substitute credit for Basic ITS
for 2008, you could filter out that Item.

Mational Asronautics and Space Administration



Report Tips

= How can | tell which Learners have not completed a
training item, for example, Managers who have not
completed the ITS Security for Managers?

Custom Reportz
+ Document Reports
+ Exam/Survey Reports
External Reportz
+ ltem & Curriculum Reporis
- Learner Reports
|-Certificate of Completion
FCumulative Gap Analysis

FLearner Competency
Assessment

FLearner Competency
Profiles Status

-Learner Conflict

Status
Hearner Curriculurn Status
-Learner Data
-Learner tem Status
I-Learner Learning History
I-Learner Learning Hours
|-Learner Learning Needs
-Learner Learning Plan
-Learner Cnline kem Status
-Learner Created Account
-Learner Self-
Registration/Withdraw
Recurring Report Jobzs
+ Reference Reporis

FLearner Curriculum ltem

Run Learner Curriculum tem Status

Report Title:

ILearner Curriculurm

% Browser T Local File

Report Header:
Report Footer:

Report Destination:

Report Format: s © csv & ymaL O FoOF

¥ Mask Learner D=

O Page Break Between Records

Case sensitive search:  ves 5 No

Learner:

IExact;I

Fitter by criteria  or By |D|

Learner Status: & active O Notactive O Both

Curricula: Fiter by criteria ~ or By ||3| IExsct;I
Status: " Completed @ Mot Completed ( Both

*The best option is to
assign the Item via a
curriculum and
assignment profile.

The “Learner
Curriculum Item
Status” report
displays completions,
as well as,
noncompletions.



Presenter
Presentation Notes
A CCR has been submitted to allow a filter on the Learners custom fields, so Supervisory Status Code could be used as report filter. 


o e

Report Tips

SATERN allows recording training instances as Incomplete,

how does a query handle arecord that is listed as such?

 Running the ‘Learner Item Status’ report shows instances of
Complete, Incomplete, and also Substitute.

« Remember that older applications, such as SOLAR or

AdmIinSTAR didn't necessarily use the Completed/Substitute
status entries.

Learner ltem Status Report
ems
Item: COURSE LARC-0OSI (Rev 7/29/2008 01:13 PM EST)
Description: OVERVIEW OF THE SATERN IDP FORM
Total: 2
Leamers
Domain Completion
User Name UUPIC 1D Loc - Org Contracting Company Learmmer Name Date Status Comments
700513163 LARC- LARC-B402 HOWLETT, REBECCAD 8/4/2008 Incomplete  Testing
B4
********* 350956943 LARC- LARC-B402 POWELL, TRACEY M g/4/2008 Completed  Testing
B4
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Report Tips

Is there a report within SATERN that can give a list of
total number of accounts per Center, broken into

Civil Servants and Contractor sub-totals?

+ Azsezsment Reports
Background Report Jobs

+ Competency Reports
Custom Reports

+ Document Reports

+ Exam/Survey Reporiz
External Reportz

+ ltem & Curriculum Reports

- Learner Reporis

I-Certificate of Completion

FCumulative Gap Analysis

I-Learner Competency

Assessment

I-Learner Competency
Profiles Status

I-Learner Conflict

I-Learner Curriculum tem
Status

I-Learner Curriculum Status

+-Learner Data

I-Learner tem Status

|-Learner Learning History

I-Learner Learning Hours

|-Learner Learning Needs

I-Learner Learning Plan

I-Learner Online tem Status

|-Learner Created Account

I-Learner Self-

Registration/\VVithdraw
Recurring Report Jobs

+ Reference Reports

+ Registration Reports

+ Re=zource Reports

+ Scheduling Reports

Learner Data

Edit Report | Help

> Edit Report

Run Learner Data

Report Title;
Report Header:
Report Footer:
Report Destination:

Report Format:

ILearner Data

& Browser © Lecal File

CoxuL © csv & HTML © POF

¥ Wask Learner Ds

O Page Break Between Records

Case sensitive search:

Report Type:
Learner Status:

Learner:

€ ves % No

' Run Summary Report ™ Run Detail Report

& active © Not Active © Both
Fitter by criteria (4054 Selected) or By ID

™ Include Custom Fields

*Use the Learner
Reports.... Learner
Data report.

Then filter on the
Domain.

*Export to CSV and
then sort by
“Employee Types”
In Excel.



Presenter
Presentation Notes
I am not 100% certain of the results of this report.

There seems to be a slight delta between the civil servant numbers and the FPPS on board count.

The SATERN report could be used when talking about general numbers rather than specifics.


Report Tips, Civil Servants and
Contractor sub-totals, cont’d

*Or use the filter “Employee Types” directly in the report.
*Select the type of employee and then run the report.

Learner Management | 1eduling | Learning | Commerce | R | Repords | Too em Admin

+ Azzezzment Reports Learner Data Edit Report | Help
Background Report Jobs

+ Competency Reports
Custom Reports

> Edit Report > by L earner > by Employee Types

+ Document Reports
+ Exam/Survey Reports B iz
External Reporiz Select Employee Types from list
+ ltem & Curriculum Reports
_ Learner Reports == Search Again
|-Certificate of Completion

Subrnit

FCumulative Gap Analysis
I-Learner Competency

Assessment Select All/ Desslect All
Profiles Status : TR
I-Learner Conflict vl service tmployse [
I-Learner Curriculum ftem 2z Contractor |l
Status 3 Civil Service Empl ther than NASA,
I-Learner Curriculum Status 1 EEnER B e FE T ) [
I-Learner Data 4 Contractor (other than NASA) |l
I-Learner kem Status 5 Other r

I-Learner Learning History
|-Learner Learning Hours Select All / Deselect All
I-Learner Learning Needs

|-Learner Learning Plan Subm




Which SATERN custom report (not BRIO)
pulls ALL training history, including old
SOLAR completions?

» Learner_History Admin_Archived




MISCELLANEOUS




What happens to the SATERN account of a contractor
who converts to a Civil Servant? Will the account
automatically be updated through FPPS?

= Once FPPS creates the Civil Servant account, the NSSC
receives an email notification; the old Contractor account
IS placed in the Duplicate account domain and set to
“Inactive”; it is noted within the comments field of each
account, Contractor and Civil Servant; a new user name
and password is sent to the Civil Servant.

= The training history from the previous SATERN account
should also transfer to the new account, however, it
doesn’t always. Employees should be encouraged to
notify NSSC if their training history does not transfer.

Mational Aeronautics and Space Adrministration



What happens when a Learner submits an external
training request and in the process of the approval
routing, the Supervisor field for the requestor
changes to another supervisor? When the request
approval is finalized, and SATERN sends the
Registration Confirmation to both the requesting
employee and the supervisor, does the original
approving supervisor get the notice, or the current
supervisor?

= Notifications go to the current supervisor, not the
supervisor who originally approved (unless it’s the same
supervisor); notifications key on the current data of the
requesting learner profile; the same would apply to other
training request approval notifications (non-external
training).

Mational Aeronautics and Space Adrministration
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Miscellaneous Tips

= | evel 1 Admins have the workflow to delete
background jobs.
» Click Tools > Background Jobs > Search

* You will see the background job with the “Delete”
function. Click “Delete”.

Mational Asronautics and Space Administration



Miscellaneous Tips
 |f the description field is blank next to the phone number in the

Learner record, it causes an error when that Learner tries to
submit a 1735.

» Enter the word “office” in the description field eliminates the
problem.

wer Management | Scheduling | Leaming | Commernce tesources | References | Repors | Tools | System Admin
ETHE N A Sl ez T [

Learners

Learning Evient Editor > Search » Search Results > Edit Phone Numbers

Learning Event Recorder

Competency Assessment Uszer Name: Codlstewart-knight

Edior & Stewart-Hnight, Deanna L

Competency Assessment

Recorder Standard Options

Learner Meeds Momt =iangand LDpliong
Commerce Account Code Catalog Preview Preferences Approval Role Approvals
Cpty Profiles Competencies Regiztration Requests Onifine Status Azzessments

Summary Phone Humbers Custom Fields Learning Plan Learning History Cuaricula
O T ———

Add a Phone NHumber to the Learner

Fhaone Mumber Description

Edit the Phone Humbers for the Learner

Phone Number Description
251 -453-0646 0

Mational Aeronautics



Summary:

 We covered a number of SATERN Work Arounds and
Tips that touched on different subject areas such as
ltem, Scheduled Offering, Learner, Discipline,

NF1735, Curricula/Assignment Profiles, Reports, and
Misc.

Mational Asronautics and Space Administration



SATERN Work Arounds & Tips

Thank You!

Questions...



Presenter
Presentation Notes
Notes:
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