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Job Aid: Managing Learning Plans — Supervisor

Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of
managing subordinates’ learning plans within SATERN.

Task A |

Assign Items to a Subordinate’s Learning
Plan - 15 Steps

Task B | v

Remove Items from a Subordinate’s ]

Vs

Learning Plan - 16 Steps

Vs

Task C I v

View a Subordinate’s Learning Plan
4 Steps

.

Task D I v

Record the Completion of an Item
20 Steps

-

Task A: Assign Iltems to a Subordinate’s Learning Plan

Navigate to My . ‘ i ‘Welcome Jennifer Myers | Home | Search Cata\ngl:l‘% | @ Help | & Logout
Employees > Learning
Plans.

Welcome Jennifer Myers

10/27/2009

Welcome to SATERN, NASA's official learning management system. The Systern
for Administration, Training, and Educational Resources for NASA (SATERM)

provides simplified one-stop access to high-guality training products and
processes fo support learning and development. & vou nave subordinate IDPS that require review and approvals

& vou have leamer training approvalsa
& ou have curriculum requirements to addresss

SATERN provides desktop access to training enrollment and continuous learning
for the NASA workforce. Find out mare information on the SATERN Informational

Click the Add ltems and | manage Learning Plan B
Curricula radio button. = ©

This menu option is available to supenisors. It provides features to manage the learning Activities of your subordinates. The Learning Plan wizard is usedto a
and remove items, and assign curriculum to your subordinates

Click Next.

Select ! ment Action

@ Add Items and Curricula ¢ Remove Items
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Check the Select
checkbox next to the
corresponding
subordinate to assign an
item.

Note: If a user has
subordinates, you can click the
Include Subordinates check
box to assign the item to those
users as well.

Click Add Checked.

Manage Learning Plan @
Select Management Action — Select Users
Previous | Ne'xli

Add Checked |

Select All / Deselect All

Select Users

User Name
I Shitton, Anne C

Select User Include Subordinates
o
[ [

Select All/ Deselect All

I Siemering, John E

Select All/ Deselect All

List of Selected Users
User Name Remove

Select All / Deselect All

Click Next.

o Remove Checked |

@ | Review the list of selected | [anass Learning Plan ©
Select Management Action — Select Users

users. Previous | Next |

 so Creckes |

Select All/ Deselect Al

Select Users

User Name Select User Include Subordinates
B Shitton, Anne C r r
I Siemering, John E r r
Select All / Deselect All
Select All/ Deselect All
List of Selected Users
User Name 6 Remove
Todd, Joseph A [
Ingrassi, Elizabeth A [&
Daly, Diana M [
Select All / Deselect All
Remvecneckedj
Search for the item(s) to Manage Learning Plan @
Select Management Action — Select Users — Search for ltems and Curriculum
add . Previous |

Enter keywords in the

Search for ltems and Curriculum

O 9/00

Enter keywords to select items 8
. Keywords: |C i | ™ Exact Phrase 0
Keywords teXt fleld' W curricula M instructor-led M onine ¥ Blended W Other (Select one or mare)
. Search |
Click Search.
Search Results ]

Add items by checking the
corresponding Add
checkboxes.

Click Add Checked.

« Refine Search
Keywords: Communication
Exact Phrase: Yes

Add Checked

Select Al / Deselect All

Search Results

Title Type Add
Achieving Success with the Help of a Mentor ; 9 [
active Listening a®
Advanced Sales Communication Techniques: Part One @ ag [
Advanced Sales Communication Techniques: Part Two ag 5
American Sign Language ag g
Approaches to e-Business ; E I
Assertive Communication Simulation ag [
Building Better Work Relationships Simulation ; B ]
Building Effective Intercultural Relationships ; E I
Building Effective Interfunctional Relationships s e |3

Records per Page Page: 12345 «Previous | Nexts (77 total records)

Select All/ Deselect All

Add Checked |
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Edit the Assignment Type
and Assign Date as
needed.

Click Next.

Manage Learning Plan

Select Management Action — Select Users — Search for items and Curriculum — Edit Information

-]

Enter keywords to select items.
Keywords: [Communication | ¥ Exact Phrase
¥ curriculs ™ mstructor-Led ¥ onine W Biended ¥ Other (Select ane or more)

Searc

Select All / Deselect All

Edit Information
. | 2
Title Type Assignment Type Assign Date Rem

ove

Achieving Success with the Help of a Mentor :.9 Selec[ 11/11/2008 E

Approaches to e-Business ;E Select 11/11i2008 [’32} r
Select All / Deselect All

Click Finish.

Manage Learning Plan m
Select Management Action — Select Users — Search for items and Curriculum — Edit information — Edit Required Dates

Previous | Finish |

|

Edit Required Dates for Users

User

Todd, Joseph A
Ingrassi, Elizabeth A
Daly, Diana M

Edit Required Dates

Title Type Assignment Type Assign Date Required Date (MM/DDM YY)
Achieving Success with the Help of a Mentor &g RrEa 111112008
Approaches to e-Business & @ ReQ 11172008 12/11/2008 []

A status message
displays indicating
successful assignment.

Click Start Over to add
additional items or
curricula to the selected
subordinates.

Manage Learning Plan Gﬁj
Select Management Action — Select Users — Search for ltems and Curriculum — Edit Information — Edit Required Dates — Success

Start Over...

ed the items and/or curricula t
curricula that are not previou

Task B: Remove ltems from a Subordinate’s Learning Plan

Navigate to My
Employees > Learning
Plans from the top menu.

Welcome Jennifer Myers | Home | Search Calalugl:l‘% | @Help| = Logout

System for Administration, Training, and Educational Resources for NASA

Catalog

Dashboard

Welcome Jennifer Myers Subordinates

10/27/2009

Welcome to SATERN, NASA's official learning management system. The System
for Administration, Training, and Educational Resources for NASA (SATERN)
provides simplified one-stop access to high-guality training products and
processes to support learning and development.

Registrations

& You have subordinate IDPs that require review and approvals
& You have leamer training approvalss

SATERN provides desktop access to training enroliment and continuous leaming & You have curriculum requirements to addresss
for the NASA workforce. Find out more an the SATERN 1al

SATERN Login to SATERN at https://sat asa.g
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Click the Remove ltems
radio button.

Click Next.

Manage Learning Plan

@
Select Management Action

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Plan wizard §

used to add items and remave items, and assign curriculum ta your subordinates.

Select Management Action 2

" Add Items and Curricula  Remove Items

Check the Select User
checkbox next to the
corresponding
subordinate to remove an
item from his or her
learning plan.

Click Add Checked.

Manage Learning Plan [@
Select Management Action — Select Users

Previous | Next |

e

SeleCtAll I Deselect All

Select Users.

User Name
> Shilton, Anne C

SelectUser

Include Subordinates

W Siemering, John E
W Todd, Joseph A

o i

I Trace, Christopher
Takoshima, Akiyuki
Fidziak, Luks A
B Shiflet, Catherine M
B+ Daly, Diana M
P Ingrassi, Elizabeth A

- e B e i |

o I e g

Select All / Deselect All

Select Al / Deselect All

List of Selected Users
User Name Remove

Select All / Deselect All

Remove Checked |

@ | Review the list of selected | [ Manage Learing Plan ﬂ
Select Management Action — Select Users

users. Pl

Click Next.

Select All | Deselect All
Select Users.

User Mame Select User Include Subordinates
I+ Shitton, Anne C |m| ||
i+ Siemering, John E | r
Select All / Deselect All
Select All/ Deselect All
List of Selected Users
User Mame 6 Remove
Trace, Christopher I
Ingrassi, Elizabeth A I
Daly, Diana M I

Select All/ Deselect All

Seners hepse|
° Search for the item (S) to Manage Learning Plan B
remove. Enter keyWOrdS Select Management Action — Select Users — Select items for Removal T ‘

in the Keywords text
field.

Click Search.

Select Items for Removal

Enter keywords to select iterns. 8
Keywaords: Communication

| ¥ Exact Phrase

¥ nstructor-Led ™ onine ¥ Blended ™ Other (Select one or more)

Search ‘

SATERN
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Select the items to
remove by checking the
corresponding Add
checkboxes.

Click Add Checked.

Search Results @

< Refine Search

Keywords: Communication
Exact Phrase: Yes
Add Checked |

Select All / Deselect All

Search Results
Title Type Add

Achieving Success w.\ththe Help of a Mentor @ ;E I
active Listening a® r
Advanced Sales Communication Techniques: Part One a9
Advanced Sales Communication Technigues: Part Two a2 r
American Sign Language a2 r

Records per Page 5 | Page: 1234 5 «Frevious | Nexts (77 total records)
Select All / Deselect All

#dd Checked |

Review the item selected
to be removed.

Click Next.

Manage Learning Plan
Select Management Action — Select Users — Select items for Removal

o

i
i

Select [tems for Removal

Enter keywords to select items.
Keywords: |Communication

| ™ Exact Phrase

¥ Instructor-Led W Onine ¥ Blended W Other (Select one or more)

Search ‘

Select All / Deselect All

Item Type Assignment Type Assign Date Remove

Achieving Success with the Help of a Mentor a8 REQ: 11/11/2008 C

Select All / Deselect All

Remove Checked |

€@ Review user and item Manage Learning Plan P s
. Select Management Action — Select Users — Select ltems for Removal — Remove ltem Confirmation

selections. ” e

Click Finish.

Remove Item Confirmation

User

Trace, Christopher
Ingrassi, Elizabeth A

Daly, Diana M
Itern Type
Achieving Success with the Help of a Mentor ;E

A status message
appears indicating
successful removal of the
item(s).

Click Start Over... to
remove additional items
from the selected
subordinates’ learning
plans.

Manage Learning Plan

Select Management Action — Select Users — Select ltems for Removal — Confirmation — Success
Success
Status:

moved the items from the specified Users
oating tems and hav

SATERN
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Task C: View a Subordinate’s Learning Plan

Navigate to My
Employees >
Subordinates from the
top menu.

Welcome Jennifer Myers

10/27/2009

Welcome to SATERN, MASA's official learning management system. The System
for Administration, Training, and Educational Resources for NASA (SATERN)
provides simplified ane-stop access to high-quality training products and
processes to support learning and development

SATERN provides desklop access to training enrollment and continuous leaming
for the NASA workforce. Find out more information on the SATERN

Reports

& You have subordinate IDPs that require review and approvals
& You have learner training approvalss
& ou have curriculum requirements to addresss

Welcome Jennifer Myers | Home | Search Catalog I:IQ; | @ Help | & Logout

My Employees
Dashboard “

Leamning Plans

Registrations

Click the subordinate’s
Learning link to view
his/her Learning Plan.

¥ John E Siemering

Executive Vice Prezident North

America

KS0 North America
T03.292.0259

= A Reviews:

:

M\ L earning: Overdue (1) Q

Curricula: Current

sments; Overdue (1)
Goals: None
Approvalz: None

# Direct Reports: 3 #

View the subordinate’s
learning plan.

You may customize the
view by filtering, sorting,
adding, or removing
fields, or grouping
learning plans by item
type, assignment type,
requirement interval, or
status.

When you are finished
viewing the subordinate’s
Learning Plan, return to
your own session by
clicking the Return to
Org Chart link.

Personal

Viewing: Amber Fullerton

No Job Pasitien Title

Learning Plan

Welcome Jennifer Myers | Home | @ Help | & Logout

and Ed ional R for NASA

‘ Reports |

@

This page displays the complete list of the items specifically assigned to you based on your leaming needs. The listincludes items that you are required to complete on

arecurring basis as well

Group Plan by

[Expand Al] [Collapse Al

4 | earning Plan o

Title

B BASIC IT SECURITY FOR 2009

> BOOKS 24 X7

P Getting Started With NASA's Skill Soft e-
Learning and Books 24x7 Programs
» NASA RECORDS MANAGEMENT FOR

EVERYONE

Field Chooser

4

Status

o000 Available g 15

In
progress
In
progress

Available

tems: Al )| Requirea: [ Al v
Assignment Tvpe 5 Remove
Federally
Mandated
Required

SATERN Login to SATERN at https://satern.nasa.gov
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Task D: Record the Completion of an Item

Note: Not every item has the
option of allowing a supervisor
to record the completion.

Navigate to My
Employees >
Subordinates from the
top menu.

Learning

Welcome Jennifer Myers

10/27/2009

Welcome to SATERN, NASA's official leamning management system. The System
for Administration, Training, and Educational Resources for MASA (SATERN)

provides simplified ane-stop access to high-quality training products and
processes to support learning and development

SATERN provides desklop access to training enrollment and continuous leaming
for the NASA workforce. Find out more information on the SATERN

Welcome Jennifer Myers | Home | Search Catalog I:IQ; | @ Help | & Logout

Catalog

Leamning Plans

Registrations

& You have subordinate IDPs that require review and approvals
& You have learner training approvalss
& ou have curriculum requirements to addresss

Click the subordinate’s
Learning link to view
his/her Learning Plan.

i Ty
¥ John E Siemering
Executive Vice Prezident North
America

KS0 North America
T03.292.0259

&3
= ﬂ. Learning: Overdue (1} O
Curricula: Current
ﬂ. Reviews: Overdue (1)
ﬂ.ﬁ-sssssmsnts: Overdue (1)
Goalz: Mone
Approvalz: None

# Direct Reports: 3 # r

Navigate to Learning >
Record Learning.

Welcome Jennifer Myers | Home | @ Help | % Logout

for NASA

i |

for
Lowins
Learning Plan
Viewing: Amber Fullerton
Surveys

No Job Pasitien Title

=

Leaming Calendar

Current Registrations

Learning Plan i Sl

This page displays the complete list of the il

@

leaming needs. The listincludes iterns that you are required to complete on

arecurring basis as well Leaming History
e e
Sroup Plan oy | RecordLeamin Field Chooser b
[Expand Al] [Colapse Al External Training Requests
A Learning Plan ttems; | Al ] Requirec: [ Al &
Title a Tipe RequiredBy  Status  Days Remaining  Assignment Type Remove
® BASIC IT SECURITY FOR 2009 @ Dozeos  Ailable o5 Federally
Mandated
»BOOKS 24 X7 [~] In [x]
progress
P Getting Started With NASA's Skill Soft e- 2 In [x]
Learning and Books 24x7 Programs progress
P NASA RECORDS MANAGEMENT FOR [~ Available Required
EVERYONE

SATERN
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Click the Item radio
button record completion
of an item.

Click Next

Learning

Career Reports

Viewing: John Siemering

Executive Vice President
Morth America

Return to Org Chart]

Record Learning @

Select Event Type
Use this wizard to record a learning event for yourself or for one of your subordinates. To record a learning event for one of your subordinates, be s
click View Others, and select the user for whom you would like to record the event. The event will be recorded for the user that you are Viewing in
menu bar. You can record ftem and External eventtypes
Next |

o __

@ Item O External Event

Search for the item. Enter
keywords in the
Keywords text field.

Click Next.

Welcome Jennifer Myers | Home | @ Help | & Logout

System for Admini: ion, Traini for NASA

Career ‘ Reports |

| Personal

Viewing:  Amber Fullerton
No Job Position Title

Learning

Return to Org Char]

Record Learning

Select Event Type - Search item

Enter Keywords to search for an ltem 8
Ki rds:| | T Exact Phrase

eywol

W instructor-Led ¥ Onine

¥ Blended I~ Other (Select one or more)

Click the Select radio
button to select the item.

Click Next.

Welcome Jennifer Myers | Home | & Help | & Logout

for Adm ; T and E R for NASA

Career | Reports. ‘

| Personal

Viewing. Amber Fullerton
Na Job Position Title

Learning

Return to Org Char]

Record Learning @

(oo oo

Title Revision Dat Select
NSSC-FEDTRAVEL TUTORIAL 61102008 6 o)

Select Event Type - Searchltem - Selectitem
Keywords: Management
Exact Phrase: Mo

SATERN
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@09 0 0 909

Enter learning event
information.

Select an instructor.

Select a completion
status.

Enter/change the learning
completion date.

Enter/change the learning
completion time.

Select the time zone from
the drop-down menu.

Viewing: John Siemering

Executive Vice President
Morth America

Return to Org Chart]

Record Learning @
Select Event Type : Search ltem
Approaches to Risk Management
COURSE PD0242

Revision: 3 - 12/23/2004 02:39 PM AmericalNew York

Item Description: Whether you are investing in stocks, deciding whatto eat, hiring an assistant, or meraing corporate divisions, you're making
decisions based on evaluating risks and benefits. When you need to make a difficult business decision, knowing the numbers can provide a clearer
picture of your upside and downside. As an executive in today's explosive business waorld, your ability to take the right risk can mean the mﬁerencsﬁ

- Select ltem . Enter Learning Event Information

between an organizational win or disaster. The basics of analysis and assessment are presented in this course to help you improve your analyti
ability in evaluating dangers so that you can lead your company to success

Previous | Next |

Enter Learning Event Information

* = Required Fields

Instructor: |

Grade:

+ Completion Status: ‘

* Completion Date: [11/11/2008

. (MM/DDYYYY)
CI'Ck Next * Completion Time: [0z:21 P1
(hhzmm AM/PM)
# Time Zone: ‘ America/New York (Eastern Standard Time) M@
Total Hours: | |
{1000)
Credit Hours: [2.00 |
(1000}
Contact Hours: [2.00 |
(1000)
CPE: [4.00 |
{1000}
€| Enter comments in the e

text box, if applicable.
Click Next.

Executive Vice President
North America

Return to Org Chart]

Record Learning

Select Event Type

Pre\m)us! Next |

Edit User Event Information
User: Siemering, John E @

Search item . Selectltem : Enter Learning Event Information - Edit User Event information

Note: If an E-Signature is
required to record the event,
the E-Signature page displays.
Enter your user name and E-
Signature PIN in the
corresponding text boxes. Click
Confirm.

Comments:|
@ Verify the information. T
. - Executive Vice President Return to Org Chari]
(19) Click Finish. ot Anercs
Record Learning &

Select Event Type  Search ltem
Approaches to Risk Management
COURSE PD0242

Revision: 3 - 12/23/2004 02:39 PM AmericaiNew York

Item Description: Whether you are investing in stocks, deciding what to eat, hiring an assistant, or merging corporate divisions, youre making
decisions based on evaluating risks and benefits. When you need to make a difficult business decision, knowing the numbers can provide a clearer
picture of your upside and downside. As an executive in today's explosive business world, your ability to take the right risk can mean the d\ﬁerenc@

Selectftem . Enter Leaming Event Information + Edit User Event Information - Record Learning

between an organizational win or disaster. The basics of analysis and assessment are presented in this course to help you improve your analyti
ability in evaluating dangers so that you can lead your company to success

Previous || Finish |

Record Learning

Instructor:

Completion Date: 11/11/2008 02:21 PM AmericaiNew York
Total Hours:
Credit Hours: 2.00 ®
Contact Hours: 2.00

CPE: 4.00

User Grade Status Comments
Cost Name Amount (1000)

Siemering, John E CRS-ATND

SATERN
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A status message
displays indicating the
learning event has been
successfully recorded.

Click Return to Org
Chart to return to the
Organization Chart
screen.

Viewing: John Siemering @

Executive Vice President Return to Org Charf]
North America

Record Learning )

Select Event Type - Searchltem - Selectitem - Enter Learning Event Information . Edit User Event Information : Record Learning - Success

Success

Status:

® The learning event has bsen successfully recorded
= ‘You can go to the Learning Event History page to print out the Completion Certificate if this event provides credit for the item.

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




