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Session Objectives

 At the end of the session, participants will be 

able to:

• Describe SATERN

• Log in to SATERN and search the catalog 

• Register for an onsite scheduled offering

• Launch online training

• View their Learning Plan

• View Learning History

• Run reports
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Course Agenda

Introduction

• Module 1: SATERN Overview 

• Module 2: Getting Started

• Module 3: Registering for Training 

• Module 4: Working with Learning Plans

• Module 5: Learning History and Reports

Summary



SATERN Overview for Learners

Module 1: SATERN Overview
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What is SATERN?

Module 1: SATERN Overview

SATERN  - the System for Administration Training and Educational 

Resources for NASA – is NASA’s Learning Management System 

that offers Web-based access to training information
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SATERN provides employees a “one-stop” approach to managing NASA 

training activities. Through SATERN employees are able to:

What Does SATERN Do for Employees?

Module 1: SATERN Overview

 Launch online courses

 Search course catalogs for training opportunities

 Submit training registration requests

 Generate personalized training reports

 Receive e-mail reminders on scheduled training

 Check the status of enrollment

 Create and manage Individual Development Plans (IDPs)
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Module 1: SATERN Overview
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Module 2: Getting Started 
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Logging into SATERN

1. Launch your Internet browser and go to 

https://satern.nasa.gov

Module 2: Working with Employee Records

Need help accessing SATERN?

1. Log in to the SATERN Informational Website at 

https://saterninfo.nasa.gov

2. Navigate to Resources > Guides and Aids

3. Click “How do I login to SATERN?” job aid for step by 

step instructions

https://satern.nasa.gov/
https://saterninfo.nasa.gov/
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Main Menu 

Sub-menu 

Menus for SATERN functions can be found across the top of the screen

When you roll your mouse over a top menu 

option, its submenu displays in the menu 

bar

Hint: Use the menus to navigate and not the browser’s “back” button

Module 2: Getting Started
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The online help system contains useful information and is a good 

resource for learners unsure of how to complete a task, or locate 

a feature.  

The NSSC Contact Center can also provide user assistance at 1-877-677-2123 

Module 2: Getting Started

General Help

provides an index 

and search capability

Context-specific help

provides detail on a

particular page or

function 
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Module 3: Registering for Training  
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 SATERN allows you to register for training from your 

learning plan or through a catalog search.

 This module will review how to:

• Register for Onsite Learning

• Launch Online Learning 

• View your Current Registrations

Module 3: Registering for Training 
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 You can find out about available training offerings in a 

number of ways:

• Browsing the Catalog

 Look at available training by subject area

• Calendar of Offerings

 See what training is scheduled in a calendar view

• Simple Catalog Search

 Use keyword to search title and description fields  

• Advanced Catalog Search

 Search by specific fields 

Module 3: Registering for Training 

How do I find out what training is available?

The SATERN Quick Reference Guide provides detail on how

to perform each of these tasks. Please visit SATERN Informational 

Website at https://saterninfo.nasa.gov > Resources > Guides and Aids

https://saterninfo.nasa.gov/
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 Employees can self-register for a scheduled offering of a learning 

activity. Some training is not open for self-registration.

 Choose Catalog then Simple Catalog Search from the menu.

 The search window will be displayed and allow you to search for the 

item(s) you want.

Registering for Onsite Training from the Catalog 

Module 3: Registering for Training 
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 You can search by entering a keyword in the Keywords text field or

 Leave the Keyword box blank to search for all available offerings.

 Items that have Scheduled Offerings available have a next to the title. Click on 

to display the Scheduled Offerings.

 To enroll in a learning activity select Register for the offering you wish to attend. If 

Register is not available there are no scheduled offerings for this activity.  

Module 3: Registering for Training 

Registering for Onsite Training from the Catalog 
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 If approval is required, a warning screen will appear. Click YES to 

proceed.  

 Enter any comments into the Comments field and click Confirm.

 To view registration click Learning and then Current 

Registrations.  Your enrollment is pending until approved.  

Registering for Onsite Training from the Catalog 

Module 3: Registering for Training 
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 Online content is any content you can launch using your computer. No 

registration is required for online training, simply launch the content by 

following these steps.

 From the Learning Plan OR the Catalog:

 Click on the Launch Content button.

 When you launch from the Catalog, the online training is automatically 

added to your learning plan.

Module 3: Registering for Training 

Launching Online Content from the Catalog 
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 The Online Content Structure screen appears and the elements of the 

course are displayed.  In this example there are three parts to the course:   

online learning, the test, and the evaluation.  Click on the Title to launch 

the training.

 After you have completed the online learning, take the option to Return to 

the Content Structure to be returned to this screen.  You can then click 

Course Test to take the test.  

Module 3: Registering for Training 

Launching Online Content from the Catalog 

Note: Once an online course is completed it is removed from your Learning 

Plan and placed in your Learning History.  If you wish to, you may re-launch 

the online content from your Learning History. 
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 You can view all of  the future schedule offerings you have requested 

registration in or been registered for in SATERN. 

 Select Learning from the main menu and Current Registrations from the 

sub-menu.

 You have the option to withdraw from those scheduled offerings for which 

you self-registered.

Module 3: Registering for Training 

Viewing Current Registrations 

Note: Online courses are not shown in current registrations 

because they can be taken at any time.
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 Click on the Title to view the Segment Details for the Scheduled 
Offering. The information includes the start and end date, start and 
end time, facility, location, and instructor for each segment.

 Click on to view information on Registration, Contacts, 
Comments, or Approval Status.

Module 3: Registering for Training 

Viewing Current Registrations 
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Module 4: Learning Plans
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 The Learning Plan is a list of learning activities (items) you have expressed 

interest in or have been assigned to you.  It is a learning “To Do” list.

 Activities on the Learning Plan can be added by you, SATERN Administrators, 

or your Supervisor.

 Once completed, learning activities move from your Learning Plan to your 

Learning History,  However, if a retraining requirement is associated with a 

learning activity, it will stay on the Learning Plan with a new “Required By” 

date.

 From the Learning Plan you can:

• View the details of a learning activity you have selected or been assigned

• View the “Required By” date for completion of a learning activity

• Register for a scheduled offering

• View details about your registration in a scheduled offering

• Remove a learning activity you have added to your Learning Plan

• Launch online content 

What is a Learning Plan? 

Module 4: Learning Plans
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 To get to the Learning Plan select Learning from the Main Menu and 

Learning Plan from the sub-menu.

 Information on the Learning Plan includes the Title of the learning activity, 

Type of the learning activity, the Required By date learning is due to be 

completed, the current Status, Days Remaining shows number of days 

remaining/passed from the Required By date, Assignment Type shows 

Optional/Required training, and Actions you can take.  

 The Title of an Item on the Learning Plan is a clickable link.  Click on this 

link to open the Item Details.

 To remove an item, simple click the    in the Remove Column for the item 

you wish to remove and click OK to confirm the removal.

Accessing the Learning Plan

Module 4: Learning Plans
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 Choose Catalog then Browse Catalog, Simple Catalog Search, or 

Advanced Catalog Search from the sub-menu.

 Find the learning activity you wish to add to your Learning Plan.

 In the Action column, select Add to Learning Plan.

Adding an Item to Your Learning Plan

Module 4: Learning Plans
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Module 5: Learning History and Reports
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 The Learning History is a list of learning activities that you have 

successfully completed or attempted to complete.  

 It includes a record of the date and time of your attempt to complete 

the learning activity, the completion status, the Item ID and Title, and 

the instructor and grade, if applicable.

 In SATERN, you will be able to view your learning history for all the 

courses that you register for or take online though SATERN.

Module 5: Learning History and Reports

Learning History 
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Module 5: Learning History and Reports

Learning History 

Click on the Item Title to 

view a complete description 

of the Item. 

Completion Date 

and Time

Print Completion Certificate

You can print your own certificate of completion

for any Item you successfully completed.

Completion Status

The status assigned to 

your learning event.

 Select Learning from the Main Menu and Learning History from 

the sub-menu.



29

 SATERN allows you to generate a number of different 

standard reports including:

• Learning Plan

• Learning History 

• Item request

 All reports have the same options to describe how you 

want to run the report.

Running Reports 

Module 5: Learning History and Reports
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Running Reports 

Module 5: Learning History and Reports

 Select Reports from the 

Main Menu.

 Click on the Report 

Name to open the report.

 Select report options.

 Click Run Report.

Tip: If you are not sure what the reports do, open Help for the 

reports section.  The Help will display details about each report.
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Report Format

Choose  the appropriate 

format (e.g., HTML, PDF)

Formatting Reports 

 You can designate formatting and 

printing preferences for the report.

Module 5: Learning History and Reports
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Summary
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 SATERN provides a real-time tool to help employees 
manage their learning and development.

 SATERN is available 24/7 and is accessible via the web.

 Support for SATERN is available via the NSSC Contact 
Center, ?Help in SATERN, and through the Center 
Training Office.

 A Web-based tutorial on SATERN functionality is 
available at https://saterninfo.nasa.gov.

Summary

Summary 

https://saterninfo.nasa.gov/

