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Audience:  This job aid is for use by National Aeronautics and Space Administration (NASA)
personnel with Learner access to the System for Administration, Training, and
Educational Resources for NASA (SATERN).

Purpose: This job aid provides instructions for you to become familiar with the My Learning
(SATERN) page.

Tasks: Click the following links to access the needed instruction:

Task A —Logging Into SATERN ... 2
Task B — My Learning (SATERN) Page Familiarization ..............cccooeeeeeeeeeenn. 3
Task C — My Learning Assighments — Launch an Online Course. ................. 6
Task D — My Learning Assignments — Customize VIiew ........cccoeoeeevvvvviiinnnnnn. 10
Task E — Learning History Familiarization ............ccccoooooiiiiiiininieeeeeeeeeeeeeeenn 12
Task F — Learning History — Learning History Page.........cccccceeeiiiiviiiiiiinnn. 15

View Learning HiSTOIY........oooviiiiiiiiiiiiiiiiiiieeeeeee e 15

Print Completion CertifiCate ..........ccoiiieeiiiiiiiiii e 22

View Completion DetailS...........cooouiiiiiie e 23
Task G — My Learning (SATERN) — Links Til€....cccooviiiiiiiiiiiii e, 25
Task H — My Learning (SATERN) — My Curricula Tile.........cccoooiiii. 32
Task | — My Learning (SATERN) — My Team Til€.......ccoooiiiiiiiiiiiieeeeeeeeeeenn 34
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Task A — Logging Into SATERN

Go to satern.nasa.gov, and click the Launch SATERN link.

Figure 1: SATERN Welcome Page Showing Launch SATERN Button

SATERN

Home Resources Key Contacts
System for Admi ion, Training, and ional Resources for NASA LSS E

Welcome to

SATERN

The System for Administration, Training, and Educational Resoure
NASA (SATERN) is NASAREEZITIINg ManagelitMmGystem (LMS) that pia¥ides
web-based g#Cess to training and career developnidig resources

. Launch SATERN j

Your My Learning (SATERN) page is displayed.
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Task B — My Learning (SATERN) Page Familiarization

Note: Depending on the tiles and options available in your My Learning

(SATERN) page, yours may appear in slightly different locations than displayed
in the figures in the SATERN job aids.

1. Your learning page will look very similar to the one shown here. Each of the individual
rounded rectangles, called tiles, are learning menus.

Figure 2: My Learning (SATERN) Page Showing General Shape and Location of Tiles

My Learning Assignments

EE son By Date Find Learning My Curricula
 OVERDUE

e A s m W Overdue (2)
= 281 DAYS CVERDUE Browse
of —
o — .
iy L

Links Learning Histol

View All  Add

125 DAY'S OVERDUE

Mo history record:
added in last 30 days.

ﬁ 75 DAYS OVERDUE | REQUIREL

TILES
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2. Your access permissions or role in SATERN (e.g., Civil Servant (CS), contractor, supervisor)
determines what tiles are available for you to use. Available tiles include:

a. My Learning Assignments — contains your learning plan with assigned SATERN
training,.

b. My Team — is for managers where you can access information about your team’s
learning.

c. Find Learning — is where you can search the catalog for training.

d. My Curricula — shows progress of any assigned curricula.

e. Links — contains links to other resources.

f. Learning History — contains a record of your completed training.
The following figure shows the My Learning (SATERN) page with these tiles:

Figure 3: My Learning (SATERN) Page Showing Specific Tiles
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3. Other options that may be available on your learning page include:

a. Drop-down menu — may contain additional selections depending on your role in
SATERN (e.g., administrator).
b. Search field — at the top of the page is not used.
c. Your name — includes a drop-down a menu for additional options such as logging
out of SATERN.
d. My Learning (SATERN) — tab that brings you to your learning page.
e. My Team - tab displays the My Team page for your employees.
Figure 4: My Learning (SATERN) Page Showing Other Options
@ " I Your Name
_”_*.'.:.'".'.'.?i.-.‘.*il.'.'::'_;-_...__;.;.._la ) — b . U_
L sl gA IE by Tra= 3 L s g c L]
. ®:
.-
. T

1 [
|

Page 5 of 35



SATERN Learner Job Aid for Learning Page Familiarization — Version 4
Updated December 1, 2020

Task C — My Learning Assignments — Launch an Online Course

1. The My Learning Assignments tile is your learning plan and houses your current assigned
training. Courses are listed by due date in a card view appearance.

Figure 5: My Learning Assignments Tile Showing Courses Arranged by Due Date

My Learning Assignments

-
m

v

Keyword! C. Course name or ID Select All b All Assignment Types «

 DUE WITHIN A WEEK «

2/28/2018

FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS
TRAINING g

COURSE ITS-018-001

~ DUE WITHIN A MONTH ‘

3/2/2018 | OPTIONAL

Video Conferencing and Protocol

T COURSE SS-CC_CIVD_A03_IT_ENUS

 DUE LATER ‘

61/2018 | REQUIRED

D: RISK MANAGEMENT OVERVIEW

T COURSE SMA-OV-WBT-111

B Part of HQ STEP LEVE RR

2. Hover over the course information and select the More link to view details about the course.

Figure 6: My Learning Assignments Tile Showing Location of Course Details

My Learning Assignments

Keyword C. Course name or ID Select All v All Assignment Types «

v DUE WITHIN A WEEK

2/28/2018 | >
FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INGORMATION AWARENESS
TRAINING gioe v

COURSE ITS-018-001

 DUE WITHIN A MONTH

3/2/2018 | OPTIONAL [ 5
Video Conferencing and Protocol
SOURSE SS-CC_CIVD_A03_IT_ENUS

v DUE LATER

61/2018 | REQUIRED >
g D: RISK MANAGEMENT OVERVIEW
COURSE SMA-OV-WBT-111

B Part of HQ
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The course details are shown in the following figure:

Figure 7: My Learning Assignments Tile Showing Course Details

My Learning Assignments i= E= sort By Date | Priority Y Fitter
Kﬂywmd; Course name or ID Select All - All Assignment Types +
| DUE WITHIN A WEEK
A START COURSE >

FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS
TRAINING Zess a!

COURSE ITS-018-001

DESCRIPTION  The FY2018 Gybersecurity and Sensitive Unclassified Information Awareness Course
is designed to provide a refresher of Cybersecurity issues concerning technology
systems and their information. This course helps users protect NASA information and
information systems by providing best practices for minimizing cybersecurity risks and
improving the Agency’s cybersecurity posture. Topics address user responsibilities
and operating securely in a networked environment.

TYPE  Online Course

1 HOUR(S)

CONTACT

¥ DUE WITHIN A MONTH

3/2/12018 | OPTIONAL CONTINUE COURSE >
Video Conferencing and Protocol -

3. Click the course title link to open and view the Course Details page.

Figure 8: My Learning Assignments Tile Showing Course Title Link

My Learning Assignments

Keyward . Course name or ID Select All hd All Assignment Types »

7 DUE WITHIN A WEEK

QQURSE >

FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS

TRAINING =3
RSE ITS-018-001

DESCRIPTION  The FY2018 Cybersecurity and Sensitive Unclassified Information Awareness Course
is designed to provide a refresher of Cybersecurity issues concerning technology
systems and their information. This course helps users protect NASA information and
information systems by providing best practices for minimizing cybersecurity risks and
improving the Agency’s cybersecurity posture. Topics address user responsibilities
and operating securely in a networked environment.

TYPE  Online Course
HOUR(S)

CONTACT

 DUE WITHIN A MONTH

I_l 3/2/2018 | OPTIONAL CONTING
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4. On the Course Details page, click the Start Course button to launch the course, or click the
Back link to return to your learning page.

Figure 9: Course Details Page Showing Start Course Button and Back Link

«— Back
»FY2018 CYBERSECURITY AND SENSITIVE UNCLASSIFIED INFORMATION AWARENESS
TRAINING ®

The FY2018 Cybersecurity and Sensitive Unclassified Information Awareness Course is
designed to provide a refresher of Cybersecurity issues concerning technology systems
and their information. This course helps users protect NASA information and information
systems by providing best practices for minimizing cybersecurity risks and improving the
Agency's cybersecurity posture. Topics address user responsibilities and operating
securely in a networked environment.

HOUR(S)
CONTACT
COURSE ITS-018-001

VIEW 2 SUBSTITUTES, 3 SUBJECT AREAS, MORE v
' Online Course

5. You can also launch the course from the My Learning Assignments tile card view by
clicking the START COURSE button.

Figure 10: My Learning Assignments Tile Showing Start Course Button

My Learning Assignments = Sort By Date | Priority Y Filter

Keyword . Course name or ID | SelectAll All Assignment Types

v DUE WITHIN A WEEK

212812018 | ‘ START COURSE >

FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS
TRAINING

COURSE ITS-018-001
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6. For courses with more than one course object (e.g., course and exam), when the START
COURSE button is clicked, the Online Content Structure page opens. From here, click
the hyperlink to launch and view the course.

Figure 11: Online Content Structure Page Showing Course Object Links

~— Back

Online Content Structure (2]

FY2018 CYBERSECURITY AND SENSITIVE UNCLASSIFIED INFORMATION AWARENESS
TRAINING &

COURSE ITS-018-001

The sub-objects need to be completed in sequential order

=

@ COURSE EXAM

The course opens in its own window. Be sure to leave the Online Content Structure page
open in the background. This helps ensure the course communicates with SATERN and
completion is recorded.

Figure 12: Course Window Open Showing Online Content Structure Page in Background

5] - C o
FY2018
Cybersecurity TR A S T A A TR
and
Sensitive Unclassified Information FORMATION AWARENESS
Awareness Course

Return to Content Structure

Select LAUNCH to Begin Course
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Task D — My Learning Assignments — Customize View

1. Click the List View icon to display your course in list view.

Figure 13: My Learning Assignments Tile Showing Location of List View Icon

My Learning Assignments Priofity Y Filter
Keyword| C. Course name or ID Select All v All Assignment Types =
 DUE WITHIN A WEEK
212872018 | FEDERALLY MANDATED
LASSIFIED INFORMATION AWARENESS TRAINING
v DUE WITHIN A MONTH
3212018 | OPTIONAL
v DUE LATER
5/1/2018 | REQUIRED
s —
5112018
512018 | ED
5112018 |
5112018 | F
m BASICS O FET R SE >
5112018
- . =
5112018

2. Click the Card View icon to display your course in card view (default).

Figure 14: My Learning Assignments Tile Showing Location of Card View Icon

= Son By Date Yy Y Filts

My Learning Assignments H-F

Keyword! . Course name or ID Select All > All Assignment Types =

v DUE WITHIN A WEEK

212812018 | S IARE GO
FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIHED INFORMATION AWARENESS

TRAINING

COURSE ITS-018-00

v DUE WITHIN A MONTH

31212018 | OPTIONAL SR JRSE >
Video Conferencing and Protocol
COURSE 55-CC_CIVD_AD3_IT_ENUS

~ DUE LATER
5M/2018 | REQUIRED SRS
D ngr( I"IANAGFMFNT OVERVIEW
SMA-OV-WE 1
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3. The Filter selection provides a menu where you can filter your training by keyword(s), type
of training (e.g., Online), or assignment type (e.g., Federally Mandated).

Figure 15: My Learning Assignments Tile Showing Filter Selection

My Learnin

Keywardl O Course name or 1D Select All - Federally Mandated

" DUE WITHIN A WEEK

2/28/2018 | FEDERALLY MANDATED TIN c E S
FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS
TRAINING
COURSE [TS-018-001

 DUE ANYTIME
FEDERALLY MANDATEL E S

NO FEAR ACT TRAINING 2017

COURSE AG-NFA-17

Page 11 of 35



SATERN Learner Job Aid for Learning Page Familiarization — Version 4
Updated December 1, 2020

Task E — Learning History Familiarization

1. Your Learning History tile houses all of your completed SATERN training. You can click
the Learning History title or the View All button to go directly to your Learning History

page.

Figure 16: Learning History Tile Showing Locations to Click for Learning History Page

' Learning History ﬁ
Chne o

MOST RECENTLY ADDED
ARC-INDUSTRIAL
I:l wasTE WATER .. (D

FY2018
I:\ cyBERSECURITY .. &0

The Learning History page is shown in the following figure:

Figure 17: Learning History Page

@ Learning (SATERN) - Q Seareh for actions or peopie
My Learning (SATERN) My Employees
«— Back
Learning History (7]

Show Completions: Al

Completion Date *  Title Status Al - Action

2/21/2018 10:13 PM & ARC-INDUSTRIAL WASTE WATER Completed =
SEWER DISCHARGE TRAINING

2/5/2018 06:51 PM @ FY2018 CYBERSECURITY AND Completed =
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

2/5/2018 02:34 PM 8 GRC HEARING CONSERVATION Completed =
REFRESHER TRAINING

2/5/2018 02:27 PM fEl SSC SAFETY AND SECURITY Completed =
ORIENTATION

12/14/2017 11:14 AM (@ SSC SAFETY AND SECURITY Completed =
ORIENTATION

12/7/2017 06:15PM (& FY2018 CYBERSECURITY AND Completed =

SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
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2. Click the Rate # courses button to view a ratings menu pop-up window where you can rate
recently completed trainings.

Figure 18: Learning History Tile Showing Rate Courses Button

Learning History

MOST RECENTLY ADDED

ARC-INDUSTRIAL
_Jwastewater . @&

FY2018
__Jcveersecurity . @

The Course Ratings pop-up window is shown in the following figure:

Figure 19: Course Ratings Window

Course Ratings () '
Tell us what you think about your recently completed courses.
ARC-INDUSTRIAL WASTE __ *RRY
GRC HEARING CONSERVA... '\ A B B & 1
SSC SAFETY AND SECURI. . *REAK |
Microsoft Windows 10: Supp... * * *
ETHICS FOR NASA EMPLO... B & b
Cancel Save
L y
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3. Inthe MOST RECENTLY ADDED menu, click one of the courses to see completion
details for that course.

Figure 20: Most Recently Added Menu Showing Course List

. Learning History

View Al Rate 5 courses W

MOST RECENTLY ADDED

ARC-INDUSTRIAL
WASTE WATER

@

FY2018
L CYBERSECURITY . &

The Learning History Details page showing course completion details is shown in the
following figure:

Figure 21: Learning History Details Page Showing Course Completion Details

«— Back

Learning History Details (]

ARC-INDUSTRIAL WASTE WATER SEWER DISCHARGE TRAINING
Course ARC-001-10

Scheduled Offering ID:

Completion Date: 2/21/2018

Status: Completed

Learning History Details
Grade:

Total Hours:

Credit Hours:

Contact Hours: 1.00

CPE Hours:

Instructor:

Comments:

& File Attachments (0)
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Task F — Learning History — Learning History Page

This task includes the following: View Learning History, Print Completion Certificate, and View
Completion Details.

View Learning History

1. To view your learning history, either click the Learning History tile or click the View All
button.

Figure 22: Learning History Tile Showing Locations to Click for Learning History

' Learning History *
rnea e

MOST RECENTLY ADDED
ARC-INDUSTRIAL
CI wasTE WATER ... &2

FY2018
|:| cYBERSECURITY .. &9

2. The Learning History page shows courses you’ve completed, completion dates, and other
options to search and view your learning history. These options include filtering criteria
based on the following:

a. Show Completions
b. Completion Date
c. Title

d. Status

e. Action
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The following screen shows the Learning History page with these filter options:

Figure 23: Learning History Page Showing Filter Options

«— Back
Learning

a.

Completion Date *

2/2 b 13 PM

2/5/2018 06:51 PM

2/5/2018 02:34 PM

2/5/2018 02:27 PM

12/14/2017 11:14 AM

12/7/2017 06:15 PM

12/6/2017 04:22 PM

12/6/2017 11:43 AM

11/29/2017 11:16 AM

= ARC-INDUST C STE WATER

SEWER DIS(] TRAINING
* * * wical

= FY2018 CYBERSECURITY AND
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

&] GRC HEARING CONSERVATION
REFRESHER TRAINING

W W W W W Clear

& SSC SAFETY AND SECURITY
ORIENTATION

W W W& R Clear

£ SSC SAFETY AND SECURITY
ORIENTATION

W W W Clear

€ FY2018 CYBERSECURITY AND
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

£] FY2018 CYBERSECURITY AND
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

£] FY2018 CYBERSECURITY AND
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

=] SOFTWARE LICENSE
MANAGEMENT TRAINING

Status

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

All

Action

€.

B}

B ]

B ]l

5]

31}

o

i

i
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3. The Show Completions option can be filtered by date(s) using All, After, Before and
Between.

Figure 24: Show Completions Option Menu

Show Completions: All -
|After
Before :
Completion Dateg.0en Status All - Action
ARC-INDUSTRIAL WASTE WATER Completed L]
SEWER DISCHARGE TRAINING
* % % % v Clear
2/5/2018 06:51 PM E FY2018 CYBERSECURITY AND Completed =
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING
2/5/2018 02:34 PM & GRC HEARING CONSERVATION Completed =
REFRESHER TRAINING
* % % W Clear
2/5/2018 02:27 PM € SSC SAFETY AND SECURITY Completed =
ORIENTATION
% W W W W Clear

The Show Completions After filter is shown in the following figure:

Figure 25: Show Completions After Filter

——

- MMDDYYYY

Completion Date *~ Title Status All - Action
2/21/2018 10:13 PM &l ARC-INDUSTRIAL WASTE WATER Completed =
SEWER DISCHARGE TRAINING
W R Clear
2/5/2018 06:51 PM &l FY2018 CYBERSECURITY AND Completed =

SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

2/5/2018 02:34 PM

(i

GRC HEARING CONSERVATION Completed
REFRESHER TRAINING

b
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The Show Completions Before filter is shown in the following figure:

Figure 26: Show Completions Before Filter

Show Completions: Before - MM/DDIYYYY m

Completion Date = ~ Title Status ; Ali -.- Action
2/21/2018 10:13 PM € ARC-INDUSTRIAL WASTE WATER Completed =
SEWER DISCHARGE TRAINING
% % & & i Clear
2152018 06:51 PM E FY2018 CYBERSECURITY AND Completed =

SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

1

The Show Completions Between filter is shown in the following figure:

Figure 27: Show Completions Between Filter

e S P e
Show Completions: | Between  ~  |MM/DD/YYYY & | mmoDNYYYY )
Completion Date *+  Title status | Al = Action
2/21/2018 10:13 PM € ARC-INDUSTRIAL WASTE WATER Completed =
SEWER DISCHARGE TRAINING
*Rw R Clear
215/2018 06:51 PM & FY2018 CYBERSECURITY AND Completed =
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

Select your criteria, enter the date(s), and click the Find button to view the results.

Figure 28: Shows Completions Filter Filled and Find Button

Show Completions: After v 2112017 m
© February |2017 v O
Completion Date*~  Title Su Mo Tu We Th Fr Sa  geape All = Action

W o

2/21/2018 10:13 PM & ARC-IN 5 6 7 8 9 10| 11 Completed =
SEWEFR 13l 1a] [ 15)[ 36| 17| 18
* ﬁ 19| 20| 21|| 22| 23| 24| 25

2/5/2018 06:51 PM & Fy201g [226(|=27||-28 Completed =

SENSITIVE UNCLASSIFIEVD
INFORMATION AWARENESS
TRAINING
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The Show Completions After filter results are shown in the following figure:

Figure 29: Results of Show Completion After Filter

Completion Date =~

2/21/2018

5/2018 06:51 PM

2/5/2018 02:34 PM

2/5/2018 02:27 PM

12/14/2017 11:14 AM

12/7/2017 06:15 PM

Show Completions: ‘ After

(i

| FY2018 CYBERSECURITY AND

2 GRC HEARING CONSERVATION

iy

iy

- 21112017 m

Status All

ARC-INDUSTRIAL WASTE WATER mpleted
SEWER DISCHARGE TRAINING

*RAER Clear

SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

Completed

REFRESHER TRAINING

® W W W Clear

SSC SAFETY AND SECURITY
ORIENTATION

w R ® W W Clear

SSC SAFETY AND SECURITY
ORIENTATION

* % % W Clear

FY2018 CYBERSECURITY AND
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS
TRAINING

Completed

Completed

Completed

FY2018 CYBERSECURITY AND
SENSITIVE UNCLASSIFIED

INFORMATION AWARENESS
TRAINING

Action

Lo
=

&h

@}

0]

G}

0]}

@
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5. By clicking the Completion Date heading link, you can sort your list in ascending or
descending order.

The list sorted by descending order is shown in the following figure:

Figure 30: Course List Sorted by Completion Date Descending Order

show Completions: Al =
Completion Date "~ status | Al - Action
2/21/2018 10:13 PM C-INDUSTRIAL WASTE WATER Completed =
WER DISCHARGE TRAINING
% % W 77 Clear
2/5/2018 06:51 PM FY2818 CYBERSECURITY AND Completed ';"
SENBITIVE UNCLASSIFIED
FORMATION AWARENESS
TRAINING
2/5/2018 02:34 PM & GRQJHEARING CONSERVATION Completed =
REFRESHER TRAINING
W W W Clear
2/5/2018 02:27 PM & S§C SAFETY AND SECURITY Completed =
IENTATION
W W W W W Clear

The list sorted by ascending order is shown in the following figure:

Figure 31: Course List Sorted by Completion Date Ascending Order

Show Completions: Al -
Completion Date * ~ Status All - Action
10/14/2009 08:23 AM =/ \Getting Started With NASA's Completed =
killSoft e-Leaming and Books
X7 Programs
10/14/2009 08:27 AM (£ Geffng Started With NASA's Completed =]
oft e-Learning and Books
Programs
10/14/2009 10:26 AM & PUHLIC KEY INFRASTRUCTURE Completed =
10/14/2009 11:44 AM & Sepsitive But Unclassified Completed =
Avfareness Training
10/14/2009 12:53 PM (& SIC IT SECURITY FOR 2009 Completed =
10/14/2009 01:58 PM WNASA NO FEAR ACT Completed
10/15/2009 09:24 AM ] NSSC-NASA 101 Completed =]
FAMILIARIZATION
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6. In the Title field, type a keyword or words to locate that word in the course titles.

Figure 32: Course Search Using Keywords in Title Field and Showing Results

Show Completions: All -
Completion Date*~  Title |securty . status Al - Action
2/5/2018 06:51 PM & FY2018 CYBERSECURITY AND Completed =
SENSITIVE UNCLASSIFIED
INFORMATION AWARENESS = .
RAINING Keyword: “security
2/5/2018 02:27 PM © SSC SAFETY AND SECURITY Com =
ORIENTATION
} & ﬁ W W Clear
12/14/2017 11:14 AM (2 SSC SAFETY AND SECURITY Completed
ORIENTATION
* % % % Clear

7. You can also sort by completion status by selecting the appropriate status (e.g., Completed,
Substitute) from the Status drop-down menu.

Figure 33: Course Search Using Status Options

Show Completions: All -
Completion Date * Title Status All - Action
2i21/2018 10:13 PM Complete[Completed =
SEWER DISCHARGE TRAINING Substitute
W % % & i Clear
2/5/2018 06:51 PM = Completed =
TRAINING
2/5/2018 0234 PM @ GRC HEARING CONSERVATION Completed =
REFRESHER TRAI G
W W W W W Clear
2/5/2018 02:27 PM (& SSC SAFETY AND SECURITY Completed L]
ORIENTATION
®* W W W W Clear

8. You may proceed to the Print Completion Certificate section or the View Completion
Details section.
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Print Completion Certificate
1.
the right side of the page, click the Print icon.

Figure 34: Completion Certificate Print Icon

To print a completion certificate, locate the applicable course, and in the Action column on

Show Completions:

Completion Date * Title Status All -
2/21/2018 10:13 PM L WASTE WATER Completed
RGE TRAINING
Clear
2/5/2018 06:51 PM ) Completed

Action

wp

2. 'The print certificate report will generate in a new tab in the browser window

Figure 35: Print Certificate Window

Please wait___

Report Title: Certificate of Completion

Status: Generating

“Your report is being generated now, and will be delivered to your browser when it has completed as long as you do not close
this page. (If you close the page, the report will be automatically cancelled.)

3. Once the report completes, the certificate will open or download, depending on your

browser. It can then be saved or printed.

Note: The following figure may not be an actual representation of the
completion certificate.
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Figure 36: Sample Completion Certificate

Certificate of Completion

This certifies that

JON A. DOE

Has successfully completed

FY2018 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS TRAINING

Completed on 2/5/2018 06:51 PM America/New York

Instructor

View Completion Details

1. To view completion details for a course, hover over or click on the title of that course from

within the list. A pop-up window will open giving you these available options:

a. View Details — click on the View Details link to view the course information page.

b. Print Certificate — click the Print Certificate link to print your completion
certificate for the training.

C.

Review Content — click the Review Content link to launch the course from your
learning plan.

Note: This option is only available for online courses.

Figure 37: Course Completion Options Window

Show Completions:

: * ARC-INDUSTRIAL WASTE
Completion TRAINING

Y= TR aTI TS T X R TTIY=S SRTYTe Contact Hours: 1.00
LoLE LAl N [ c Date: 2/21/2018 10°13 PM Q. ViewDetalls
I=4'} A AN N L
1 & n & Print Certificate
: Tt #
& 1
o

WATER SEWER DISCHARGE

®

&2 Review Content

2/5/2018 06:51 PN

2/5/2018 02:34 PM & GRC HEAR CONSERVATION Completed
REFRESHER TRAINING

W W W W W Cclea
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2. Ratings for applicable courses are available for viewing, updating, and changing via the
Learning History page. The ratings shown are a combined rating of all who have taken and
rated a course. To change your rating for a particular course in your history, click the Clear
link, and then click one or more stars to adjust your rating.

Figure 38: Course Rating Stars

Show Completions: All -

Completion Date * Status All = Action

2/21/2018 10:13 M ] ARC-INDUSTRIAL WASTE WATER

SEWER DISCHARGE TRAINING

"R R % Clear

| FY2018 CYBERSECURITY AND,
SCNSITIVE UNCLASSIE
INFORN RWARENESS
TRAINING

Completed

ah

2/5/2018 06:51 PM Completed

[0 )}

2/5/2018 02:34 PM €l GRC HEARING CONSERVATION Completed
REFRESHER TRAINING

w ® Clear

2/5/2018 02:27 PM & SSC SAFETY AND SECURITY Completed
ORIENTATION

W % % W W Clear

12/14/2017 11:14 AM (& SSC SAFETY AND SECURITY Completed
ORIENTATION

W W W W W Clear

FY2018 CYBERSECURITY AND Completed
SENSITIVE UNCLASSIFIED

INFORMATION AWARENESS

TRAINING

ap

[0 )]

wh

12/7/2017 06:15 PM

[
0 )

12/6/2017 04:22 PM

[y

FY2018 CYBERSECURITY AND Completed
SENSITIVE UNCLASSIFIED

INFORMATION AWARENESS

TRAINING

0 )]
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Task G — My Learning (SATERN) — Links Tile

1. Your access permissions or role in SATERN (i.e., CS, contractor, supervisor), determines
what links are available for you to use in the Links tile. Available links are listed in
alphabetical order. Links may include the following:

a. Add to Learning History

b. Approvals

c. Calendar of Scheduled Offerings

d. Options and Settings

e. Reports

f.  SF-182 (Offsite/External Requests)

g. Skillport Books, Videos, and Audiobooks

Figure 39: My Learning (SATERN) Page Showing Links Tile

My Learning Assignmants £Z iE suiyDae Fiter My Team Find Learning

Yins hire i appraval regoesls
W On Time (7)
“ OVERDUE vEe A s
4 LOLRALLY MANDATED
I 2 My Curricula
W Overdue (3)
W Due Later (2)

Learning History

View AR Add

No history records were
added in last 30 days.

2. The Add to Learning History link opens the Add to Learning History page where
learners and supervisors can search for and grant completion credit for themselves or their
subordinates. The course has to be set up in SATERN to allow learners and supervisors to
take such action.

Figure 40: Add to Learning History Page

Add to Learning History
Select the type of item you would like to add to history:
Item based event External Event
Add 1 learning history for items entered into the system. i Add 1o learning history fof items that are not entered into the
@ @ system,
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The Approvals link opens the Pending Approvals page. Approvals allows supervisors to
review and approve actions for external training through the interface.

Figure 41: Pending Approvals Page

« Back

Pending Approvals

& Help
This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals for

performance management Activities, such as competency assessments (only if available); and approvals for training requests. You may switch between sections by
clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by action
type.

Learning
w lInternal Training (1)

¥ Enter Reasons for Approvals or Denials

& Al Direct Reports Only Next
Learner Name a Title Price  Type Action [Approve All/Deny All]
» JONA. DOE EEIOUCTD’;\‘R?‘QEI .;-O--? F:‘C"JS) Federal Registration Approve Deny ® sSkip
Fundamentals

w SF-182 (External Training) (2)
¥ Enter Reasons for Approvals or Denials & Al Direct Reports Only Next
Learner Name « Title Price  Type Action [Approve All/Deny All]

» JANE A. DOE TEST 0.00 Eé;i?l? LEARNING Approve O Deny ® Skip
» JONA. DOE Test for Roy 100.00 Ségi?;{\rL LEARNING Approve Deny © Skip

w Account Requests (0)

No items were found using this search criteria.

Page 26 of 35



SATERN Learner Job Aid for Learning Page Familiarization — Version 4
Updated December 1, 2020

4. The Calendar of Scheduled Offerings link opens the Calendar of Scheduled Offerings
page. Here, you can view available scheduled offerings for the month and also search for
offerings through the menu.

Figure 42: Calendar of Scheduled Offerings Page

Library Search
Search Library »| Course Calendar
Below are the results of your search of the Calendar of Classes. You can view the Calendar in a Monthly or Weekly view.
M month  Blweek  [Mpay 4 4 Month of: [November ~|[2020 »| F [¥ Calendar Search Calendar Options
Calendar of Classes
Monday Tuesday Wednesday Thursday Friday
2 3 4 5 i}
9 10 1 12 13
16 17 18 19 20
WFF HIGH PRESSURE GSFC-CRYOGENICS AND CFOU-BUDGET
SYSTEMS OPERATOR OXYGEN DEFICIENCY... FORMULATION/BUDGET
BA... CFOU-BUDGET EXECUTION
FORMULATION/BUDGET
EXECUTION
23 24 25 26 27
30
NSSC CLASS TEST NSSC-TEST-CLASS2
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5. The Options and Settings link opens the Options and Settings page that includes the
Delegates section. Delegates allow supervisors to delegate authority to another individual
who can approve/disapprove training requests on the supetvisot’s behalf.

Figure 43: Options and Settings Page Showing Delegates Section

~ Back

Options and Settings (2]

Your seftings determine the formats and standards used o display information to you in the application

Delegates
|| Add
[ Edt|
[ Renove |

Learning Notifications
¥ Motify me when an item is added to my Leaming Plan

¥ Notify

when an item is modified in my

arning Plan

Natify me when an item is removed from my Learning Plan

Select a Locale and Time Zone
* = Required Fields
" Active Locale ID. | English (English) ¥
* Currency 1D | USD (US Doliar) v
* Time Zone D | Central Standard Time {America/Chicaga) v] ¥ Always display Scheduled Offerings in this Time Zone

Region ID: [NSSC.5SC Select
Apply Changes [IEEEEY

Update the Locale Format Options
* = Required Fields
* Date Pattem ID: [ Wid/yy(MMDDIYYYY) |
* Time Pattem ID: | trmm asa(hh-mm AMPM) ¥
* Integer Pattemn ID: I 0
* Decimal Pattern 1D: | Double_01{1000) ¥ |
" Cumency Pattem ID: | Currency_01(1000) ¥
* Percentage Pattem ID; .I?_er‘:en_tage__:‘i

Apply Changes JlIZEE
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6. The Reports link opens the learner Reports page where you can select and execute several
different reports related to your training.

Figure 44: Reports Page

Back

Reports

& Help
Select a Report from the list below to run a report for yourself or your subordinates.
Report Name
Certificate Of Completion Learning Event
£3 Competency Assessment Comparison
Competency Assessment Trend

& Curriculum Status

---mmLearner Curriculum Status (CSV)
~--L&arner Curriculum Status Group By All Details

—Learner Curriculum Status Group By Curriculum Details
——-Learner Curriculum Status Group By Item Details
--Learner Curriculum Status Group By Learner Requirement Details
&) ltem Requests
e [t@m ReqQUests Group By Item
—|tem Requests Group By Learner

—ltem Requests Group By Request Date

e t@MN REQUeEsts Group By Request Reason
£3 Item Status

£3 Learning History

3 Learning Hours

£3 Learning Needs

£3 Learning Plan

Program Status

£3 Tuition
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7. The SF-182 (Offsite /External Requests) link opens the Request, Authotization,
Agreement & Certification of Training page. Here, you can copy, view, withdraw, or
create a new Standard Form (SF) 182, Authorization, Agreement and Certification of
Training.

Figure 45: Request, Authorization, Agreement & Certification of Training Page

«— Back
Request, Authorization, Agreement & Certification of Training a
Below Is a list of all of your External Requests. Click the Request ID for more information about the request. Click Copy Request or Withdraw Request button
and click Go to Copy or Withdraw from an External Request. Click the New SF-182 Request button at the bottom left of this screen to initiate a new SF-182
request.
SF-182 (External Requests) Viewing Options:[ All requests v Sort By:[Request ID_¥
Request Title Start Date End Date Status Pending Action
ID Approval
Actions
132622 Federal Supervisory 6/12/2017  6/16/2017  Completed and None
Skills Training Verified Copy Request
127238 CONF NCTS # 31772017 3/9/2017 Completed and None
27062-17: 21st Verified EopyjRequest
Annual North
American Shared
Services &
Outsourcing Week
CONF NCTS # 3/7/2017 31812017 Withdrawn None
27062-17 ~ 215t __ ComyRequest
Annual North
American Shared
Services &
Outsourcing Week
127076 CONF NCTS # 10/26/2016 10/26/2016 Completed and None
27244-17 ~ Verified Copy Request
ServiceNow Federal
NowForum
New SF-182 Request
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8. 'The Skillport Books, Videos, and Audiobooks link launches the Skillport portal in a new
window. Here you can browse and launch Skillsoft-related content.

Figure 46: Skillport Portal with SATERN Page in Background

— Back
Online Content Structure e

SKILLPORT BOOKS, VIDEOS, AND AUDIOBOOKS (formerly Books24x7)

) NASA Learning Center Home - Geogle Chrome - o x

@ Secure | hitps//nasasskillport.com;

Return to Content Structure
1, & ]
Tholibeary  Community

his page while you are working with online
window to save your progress.

Quick Links
you can relaunch the content or use the
@ Learning Transcript & lewhere
® SATERN
+ Support v Videos

Upcoming Events

Live Events 5

jevice. Apple App Store or 6 ‘

port sitename “nasa

Featured Topics

APPEL Library

o
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Task H— My Learning (SATERN) — My Curricula Tile

1. The My Curricula tile provides a snapshot of assigned curricula, including Overdue and
Due Later items.

Figure 47: My Learning (SATERN) Page Showing My Curricula Tile

My Learning Assignments

Sont By Date | Priorty 7 Filter My Team Find Learning

You have pending approval requests
W Overdue (9) What do you want to LEARN today? m
W On Time (2)
 OVERDUE Browse all courses >

224 DAYS OVERDUE | FEDERALLY MANDATED o

Links

Add to Learning His

My Curricula -

W Overdus (3)
W Due Later (2)

- Reports

FY20 CYBERSECURITY AND SENSITIVE
UNCLASSIFIED INFORMATION AWARENESS
TRAINING

Options and Settings

209 DAYS OVERDUE | FEDERALLY

Learning History -
USERRA: An Overview e
SKILLSOFT fgov_01_as6_lc_enus ViewAll - Add Skillport Bocks, Vid

209 DAYS OVERDUE | FEDERALLY MANDATED v -~
VETERAN EMPLOYMENT TRAINING No history records were

GOURSE LMD-HRU-VETEMP added in last 30 days.

M Part of AG-VETUSERRA-CUR

164 DAYS OVERDUE | REQUIRED

S8C SAFETY AND SECURITY ORIENTATION e

2. Clicking the My Curricula tile brings you to the Curriculum Status page. Here you can
view and sort assigned curriculum based on Curriculum Title, Status, Priority, Next Action
Date, and Expiration Date.

Figure 48: Curriculum Status Page Showing Sort Options

«— Back
Curriculum Status

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which includes a list of the
curriculum’s items and Action drop-down menus where you can register for or request items. On this page you can also view the sub-curicula associated with

each curriculum and access information on items as well.
.‘ Expiration D.).  Assigned By Remove

ALTERNATIVE DISPUTE
RESOLUTION FOR

PANAGERS AMD, v NA NiA NIA Admin (System AP)
SUPERVISORS

Conﬂgul‘ing Lists, Libraries,

E-mail, and Learner (BRIAN L -
Announcements in v NIA NIA NIA WAGNER) e
SharePoint 2013

Configuring Pages, Sites

and Content in SharePoint v NA NIA NIA WRQSEER'AN L e
2013 )

ETHICS FOR NASA )

EMPLOYEES (2019) v NA NIA NIA Admin (System AP)

NASA FRAUD )

AWARENESS FOR 2017 W N/A Ni& N/A Admin (System AP)

NO FEAR ACT TRAINING v NA NiA NIA Admin (System AP)

2019 - CURRICULA

MO CEATD TN
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3. Under the Curriculum Title heading, click the desired title link to view details about the
curriculum.

Figure 49: Curriculum Status Screen Showing Curriculum Title Link

~— Back
Curriculum Status (]

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which includes a list of the
curriculum’s items and Action drop-down menus where you can register for or request items. On this page you can also view the sub-curricula associated
with each curriculum and access information on items as well

Curriculum Title Status Priority Next Action...= Expiration D... Assigned By Remove

NO-FEAR ACT TRAINING
2017-CURRICULA

=

NIA A 1/31/2018 N/A Admin (System AP)

WHISTLEBLOWER
PROTECTION TRAINING
FOR MANAGERS AND
SUPERVISORS

N/A A 17312018 NI/A Admin (System AP)

NSSC ANNUAL SAFETY v

TRAINING N/A 9/3/2018 9/3/2018 Admin (System AP)

NASA PURCHASE CARD . . : Admin (TERRI L
TRAINING v N/A 6/18/2020 6/18/2020 HARRISON)

GOVERNMENT TRAVEL . - _— Admin (Cassandra J
CARD v N/A 2/5/2021 2/5/2021 Clark)

ALTERNATIVE DISPUTE

RESOLUTION FOR ) J
MANAGERS AND v NA NIA N/A Admin (System AP)
SUPERVISORS

ETHICS FOR NASA : ; :

EMPLOYEES (2017) v NA NIA NIA Admin (System AP)
NASA Acquisition Integrity < N/A NIA NIA P

Program Fraud Awareness

The curriculum details are shown in the following figure:

Figure 50: Curriculum Details Screen

+— Back

WHISTLEBLOWER PROTECTION TRAINING FOR MANAGERS AND SUPERVISORS &

ID: AG-WHISTLE-CUR
Assigned by Assignment

[+ | Profile

Overdue

Assignments

m

y Suggested Order |+

1 25 DAYS OVERDUE | FEDERALLY MANDATED
WHISTLEBLOWER PROTECTION TRAINING FOR MANAGERS AND
SUPERVISORS

COURSE AG-WHISTLE
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Task | — My Learning (SATERN) — My Team Tile

If you have a SATERN Supervisor role, the My Team tile provides a snapshot of your employees’
training due dates (either on time or overdue). Clicking the tile brings you to the My Team page.

Figure 51: My Learning (SATERN) Page Showing My Team Tile

My Leamning Assignments

Find Learning

| oo |

W Overdus (%)
W On Time (2)

My Curricula Links

W Overdue (3]
W Dus Later (2)

Learning History

View Al Add

No history records were
added in last 30 days.
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The My Team page is shown in the following figure:

Figure 52: My Team Page

Learning Plan: =8 Find Learning
 OVERDUE Frid Lasming ﬂ

11 DAYS OVERDUE

JRITY ORIENTATION nsore v
Manager Links

# DAYS OVERDUE | Pf

mp
ﬂé_ ..
ﬁ

Part GETUSERRA-CUR

% DAYS OVERDUE | FEDERALLY MANDATEL

EMPLOYMENT TRAINING

e TEf

art ol AG-VETUSERRA-CUR

~ DUE ANYTIME
Status:
Curricula
Global Cy irity Basics -Om_duﬂzl
T SKILLSOFT fehy_08_b : I Due in 30 days (0)
1 A : g [ i Later (3}
& Assigred by i
Learning Histary
_1[-; ._ 2020 ANNUAL SECURITY AWARENESS gm}i‘e'ﬂ fiems in the last
TEAINING

Note: You can also access this page by clicking the My Team tab near the top

of the page.

Figure 53: My Learning (SATERN) Page Showing My Team Tab

Learning (SATERN)

e

My Learning (SATERN) My Team Supervisor Curriculum Skillsoft ~ Contacts

My Learning Assignments t= I= sortBy Date| Prioiity 7 Filter My Team
~ QVERDUE
3 DAYS OVERDUE | REQUIRED CONTINUE COURSE | W overdue (1)
I:l SSC SAFETY AND SECURITY ORIENTATION
~ DUE ANYTIME
[ﬁ'[’ NSSC CLASS TEST ENROLLED | -~
My Curricula

. W Overdue (1)
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