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

Instructions on Reviewing/Updating the SATERN Supervisor

Before registering for any onsite training course, submitting an External
Training Request (SF-182), or submitting an Individual Development Plan
(IDP), it is important that employees verify the supervisor field in their

SATERN Profile.

If an onsite registration, External Training Request, or Individual
Development Plan (IDP) is submitted with the incorrect supervisor, it

cannot be re-routed.

STEP 1: Log into SATERN (https://satern.nasa.gov).

learning and development.

l Personal Learning
Home
Approvals T
Regional Settings ning management system. The System for Administration, Training, and Educational

RES50UrCas 1l MASA [(SATERMN) proviaes simplified one-stop access to high-quality training products and processes to support

SATERM provides desktop access to training enrollment and continuous learning for the MASA workforce. Find out more
information on the SATERM Informational Web site or contact your Center training office.

For assistance, contactthe NSSC Contact Center at 1-877-N3SC-123 (877-677-2123) or NASA-satern.support@nasa.gov.

System for Adn

STEP 3: Look at the section titled “Employee Information”. Verify the name in the
Supervisor field. If the name is missing or incorrect, you must update your supervisor

field.

User It
Employee Type:

Supervisor:
Organization:

Number of Direct
Reports:

— Employee Information —E E

Employee Status:

rdhowlett

Civil Service Employee
FULL-TIME

DOMNMA L PHILLIPS
LARC-B402

1

More Emplovee Information
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STEP 4: Click the pencil icon to edit your information.

— Employee Information .- @

STEP 5: Click inside the Employee Information box.

— Employee Information @
+ UserlD: rdhowlett
Employee Type: Civil Service Employee
Employee Status: FULL-TIME
Supervisor: DONNAL PHILLIPS
Organization: LARC-B402
Number of Direct Reports: 1
More Employee Information

STEP 6: Click on the @ search iconto view the Search Supervisors window.

Edit L. nloyee Information

* Required Field(S
Supervisor Q, Hiphillips 1 i
Organization Q. | LarcB402
CoachMentor Q
Supervisor By-pass Flag: | N (No) ;l
[save |
4

SATERN Login to SATERN at https://satern.nasa.gov File dtd 07/02/10



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

SEARCH SUPERVISORS POP-UP WINDOW
Learner @

Search Learner

Enter the Description and selectthe type of search from the drop-down menu. Click Search to
browse the results.

Case sensitive ' Yes {* pNp
search:

User Name: | Starts With v
ﬁ Last Name: | Starts with = |
First Name: | Starts With x|
Domains: | Starts With | h 4
Organizations: | Starts With | ¥

STEP 7: In the Last Name field, enter your supervisor’s last name and click

Search

Information For Contractors:
Contractors may also register for onsite training and should enter their NASA COTR
(Contracting Officer’'s Technical Representative) in the supervisor field. Selection of
the COTR as supervisor is only for training registration purposes. Actual approval of
whether a contractor employee attends a course remains with the contractor
organization.

Contractors may attend onsite training on a space-available basis.

STEP 8: Locate your supervisor's name and click Select.

=101 x|
EE

/= https://satern.nasa.gov; - = Learner - Windows Internet Explorer

Learner
« Refine Search

View Learner Results

Lser Mame Learner Mame

ahphillipz PHILLIPS, ALANH Select
ajphilips PHILLIPS, ANTHONY J Select
diphillips1 PHILLIPS, DOMNA L Select
drphillips PHILLIPS, DAWN R Select
ewphillipz PHILLIPS, E W Select
gdphilips PHILLIPS, GEORGE D Select
igphilips PHILLIPS, RIS G Select
japhillipz PHILLIPS, JUDITH A Select
icphillips: PHILLIPS, JEFFREY C Select
iephillips1 PHILLIPS, JIMM™ E Select

Records per Page 10> Page: 1234 «Previous | Nexts (35 total records)
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STEP 9:
NOTE: You may also select a coach/mentor. This field is used with the Individual
Development Plan (IDP).

Supervisory By-pass Flag

The Supervisory By-pass Flag should be set to “Yes”.

This will ensure that your changes are not overwritten by an automatic update from another
software application.

NOTE: If you move to another position or your supervisor changes, you must manually
update the SATERN supervisor field to reflect these changes.

Edit Employee Information

* Required Field(s)

Supenvisor Q, diphillips1
Organization Q, [ Larc-pen2
Coach/Mentar Q,

Supernvisor By-pass Flag:

Save changes by clicking the [Save] button.

Edit Employee Information %]

* Required Field(s)

Supervisar Q diphillip=1
COrganization Q LA&RC-B402
Coachi/Mentar Q,

Supervisor By-pass Flag: |

_save. | Cancel”

NOTE: If you are using Internet Explorer Version 8, you may receive an error message
when you try to change your supervisor. Use another web browser such as Mozilla Firefox
and follow the steps in this job aid. If you continue to have problems, please contact the
SATERN Help Desk: 1-877-NSSC123 (1-877-677-2123) or
nasa-satern.support@nasa.gov.
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