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Job Aid: Managing Subordinates — Supervisor

Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of

managing subordinates within SATERN.

Task A

Open and View a Subordinate’s Record

7 Steps

Task B |

v

-

Approve or Deny Training Requests

6 Steps

Task C |

v

Run Reports
5 Steps

|

Task A: Open and View a Subordinate’s Record

Navigate to My
Employees >
Subordinates
from the top
menu.

Learning

Welcome Jennifer Myers

10/20/2009

Welcome to SATERN, NASA's official learning management system. The System
for i ion, Training, and E Resources for NASA (SATERN)

provides simplified one-stop access to high-quality training products and
processes to support leamning and development

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

Catalog

Reports

My Employees.

Dashboard

Learning Plans

Reagistrations

& You have subordinate IDPS that require review and approvals
& vou have learner fraining approvalss
& You have curriculum requirements to addresss

The Subordinates

Subordinates

Chart displays.

Amber L Fullerton

202 3551626
a0
A Learning: Overdue (2)
A Curricula: Incomplete (17
Assessments: None
Goals: Mone
Approvals: Nong

Jennifer F Myers

OFFICE OF HUMAN CAPITAL
TANAGEMENT
202-3558-0050

Learning: Current
Curricula: Currert
Assessments: Mone
Goals: Mone
Approvals: Reguired (2)

Moo

SOPHIA SHUKLIN

(301 286-8217

Learning: Current
ﬂCumcula Incomplete (1)
Assessments: None

zoals: Mone
Approvals: None

SATERN
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The flag icon ( ¥)
indicates the
employee is
flagged as a risk.

The Home icon
(ﬁ) opens the
employee's Home
page. You can
navigate through
the employee view
of Plateau.

Click the
Snapshot icon
(5) to gain a
snapshot of the
subordinate’s
status and
records.

f_'r:

¥ John E Siemering
Executive Vice President North

America

k=0 MNorth America
&3

T03.252.0255

ﬂ. Learning: Overdus (1)
Curricula: Current

.ﬂ. Reviews: Overdue (1)

ﬂ.ﬂsaessm&nis: Overdue (1)
Goalz: None
Approvalz: None

¥ Direct Reports: 3 ¥ f

The snapshot is
launched in a
separate window.

Click Close to
return to the
organization chart.

Performance:
Mo Reviews have been completed.

Strengths:
No competencies have been assessed.

Areas for improvement:
No competencies have been assessed

Amber L Fullerton

Learning Plan
amber | fulletton@nasa.qov 2 behind, 5 on target
202.358.1626 Title

Date in Position: 8/26/2009

Hire Date: £ BASIC T SECURITY FOR 2009

BOOKS 24 X7

Prior Positions: [more]

Curricula
1 Incomplete, 0 Complete
Curriculum Title
b Ho Required Training for Contractors

£ SENSITIVE BUT UNCLASSIFIED AWARENESS TRAINING

Due Date  Status
2/14/2009  Available
5/29/2009  Available

In progress
MNesxt Action Date Status
5/28/2009 Incomplete

SATERN
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Approvals to
navigate to the
subordinate’s
record for
additional details.

1

- ﬂ. Learning: Overdus (1)

Curricula: Current
.ﬂ. Reviews: Overdue (1)

Goalz: None
Approvalz: None

¥ Direct Reports: 3 ¥

Click the links

listed for '3 —— ™
H onn lemenrng

Lear!‘llng, Executive Vice President Morth

Curricula, Acait

Reviews, KSO North America

Assessments, R fen a@

Goals, or ) ol

J

Note: The Alert icon (ﬂ ) indicates overdue, incomplete, or behind status.

When you are
finished viewing or
editing the
subordinate’s
record, return to

Syst

your own session

Personal

Learni

by clicking the
Return to Org
Chart link.

Viewing:

Amber Fullerton
Mo Job Position Title

Return to Org Chart]

Task B: Approve or Deny Training Requests

Navigate to Personal >
Approvals.

or

From the Home Page,
click the You have User
training approvals link.

Home
APEEDVES GerMyers
Profile

My Communities
Skills
processes to support leamning and development.

Web site or contact your Genter training office.

{ASA's official learning management system. The System
1ing, and Educational Resources for NASA (SATERN)
s-stop access to high-guality fraining products and

SATERN provides deskiop access to training enrollment and continuous learning
for the NASA workforce. Find eut mare information en the SATERN Infermational

Welcome Jennifer Myers | Home | SearchCatalog| | @, [@Help| = Logout

ing, and Ed I Resources for NASA

Catalog

My Employees

& You have subordinate IDPs that require review 3 als
& vou have learner training approvalss

& You have curriculum requirements to addresss

SATERN
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Click the Approve radio
button next to the user’s
request.

Click Next.

Pending Reviews and Approvals @

This view shows you all ofthe review and approval actions you have been asked to perform. Itis divided into two primary sections: reviews and approvals for
performance management activities, such as competency assessments (only if available), and approvals for fraining 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

Performance Management (0] Training (2)

¥ Internal Training (2) u

M Enter Reasons for Approvals or Denials “ Al " Direct Reports Only

Learner Name a _ Title Erice Tvpe NI ! 1

®Fullerton, Amber L SATERM ADMINISTRATOR TRAINING FOR LEVEL 1 &8 0.00 US Dollar (USD) ENROLLMENT Approve sl Deny I3 Skip
ADMINISTRATORS

Optional: Enter reasons
for approval.

Click Next.

Pending Reviews and Approvals )
Approve or Deny — Approval Reasons
Enter a reason for approving your employee’s training request below.

Previous | Hext |

Approval Reasons

User Mame and Schedule Approval Reason (optional) 4
Ingrassi, Elizabeth A
AMS New Hire Orientation Course

Click Confirm.

Notifications are sent to
all affected users.

Pending Reviews and Approvals @
Approve or Deny — Approval Reasons — Confirm e
Previous l Confirm |

User Name Title Price

I.n grassi, Elizabet-h A AMS New Hire Orientation Course

Task C: Run Reports

Click Reports from the
top menu.

Click a Report Name to
open the report.

Welcome Jennifer Myers | Home | Search Catalog ‘% | @Help | & Logout

Personal Learning Catalog My Employees

Reports @

Select a Report from the list below to run a report for yourself or your subordinates.

Close-Fit Jobs

Close-Fit Jobs Legacy 0
3 Curriculum Status

Curriculum Status Legacy
3 Item Requests

tem Requests Legacy
3 itern Status

tem Status Legacy

Learner Information

Learning History

Learning History Legacy
3 Leaming Hours

Learning Hours Legacy
E3 Learning Needs

Learning Needs Legacy

SATERN Login to SATERN at https://sat asa.g
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Enter the report criteria.

Note: Available criterion will
vary depending on the report.

Click Run Report.

or

Click the Back to Browse
Reports link to return to
the list of reports.

Note: Click Help (@ ) for
additional information on
reports.

Reports e

6]

« Back to Browse Reports
Run Learning History

Learner:

Report Title:

Report Header:

o Report Footer:
Report Destination:

Report Format:

‘Completed Date From:

(MM/DDAYYYY)

‘Completed Date To:

(MM/DDIYYYY)
Report Type:

Include:

Sort Items:

Print Comments:

@ self O Direct Subordinates O All Subordinates O Al

Browser %

Wask Learner IDs

Page Break Between Records
g ]
=

® summary O Detail

O ttem Events O External Events @ Both

O Yes @ No
@ Completion Date O Item ID

SATERN
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