SATERN Supervisor Update
NSSC has discontinued a feature of SATERN that would automatically update an employee’s listed supervisor. The effect of this action will result in delays for both internal and external SATERN training request forms because they are dependent on accurate listings of supervisors for correct routing. As a result, employee training requests will not be processed and will sit in the incorrect in-box. To address this issue, we are asking Administrative Officers to notify all SATERN users that they will need to review and correct their supervisor listing in SATERN by April 30, 2009. The requirement for employees to update their supervisor in SATERN is an ongoing process due to possible changing work assignments therefore, employees should periodically review their profiles to ensure that the listing is accurate. 
Many thanks to our Administrative Officers for your past cooperation and for your assistance in this matter.  We look forward to continuing our work together to effectively and efficiently use the SATERN system.  Thank you.

Review/Update Instructions:
(For SATERN assistance call1-877-677-2123 or nasa-satern.support@nasa.gov)
1) Login to SATERN (https://satern.nasa.gov), 
2) Go to “Personal” tab
3) Select “Profile”, and ensure that the listed supervisor is accurate or correct the listing. If correction is needed, continue below.
To correct a supervisor listing in SATERN, from the “Profile” tab:

4) Point and click the arrow icon after the word “Supervisor:  [image: image1.bmp] “

5) A “Search Supervisors” mini-screen will appear
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Supervisors

Search Supervisors

Enter al or part of the Supervisors last name in the Last Name field, or email address
or phane number. You can enter additional criteria ta help further yaur search results.
Click Search to display the results.
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6) Enter the supervisor’s last name and select “Starts With”

7) Remove Domain ID

8) Point and click “Search”

9) The “Supervisory Results” mini-screen will appear with the supervisor’s name, click on “Select“
10) SATERN will return you to the profile screen, click on “Apply Changes”
Domain ID








