Overview of A*STAR Editors

| earner Editor

A learner isan individual whois
participating in training.

NOTE: Contractorsarethe®only”
learners that should be added to the
Learner Editor in A*STAR. NASA
employees (Civil Servants) are
imported from the NASA Personnel
Payroll System and are refreshed on a
weekly basis.

A*STAR lets you manage all aspects of
alearner’ straining including enrolling a
learner in a course.

ToCreatealLearner
(Contractor)

1. Do one of the following:
* Onthetool bar, click the
L earner icon.
* Onthe Editors menu, point to
People, and then click Learner.

2. Click New.

3. Typethefollowing required
information.
e Learner ID

e Last Name
e First Name

4. Click ontheLocation dlipsis(...)
to look-up the appropriate location.

5. Enter name of L ocation to search
for and press enter on the keyboard
or click the Find button (i.e.
Johnson Space Center%o)
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6. Select the Location and click OK
7. Click the Save button

8. Click onthe Add Org Units button,
click OK and then click on the Org
Unit 1D élipsis(..)

9. Enter search criteriato look-up
organizational units (i.e. Unit ID =
JSC — Contractor or Name = JSC -
Contractor) and click Retrieve.
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10. Select the appropriate Primary Org
Unit and click OK.
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11. Click Save.

12. Click Ok.

13. Click Close.

14. Click on the Primary Org Unit
drop-down and select appropriate
Org Unit (i.e. JSC — Contractor)
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15. Click Save

16. If you want to be able to send the
learner e-mail confirmation or
Starnotes, typein the E-mail ID.

17. Click Close.

Note: If you don’'t want to alow
Contractorsto log-in into the A*STAR
database and register on-line for
training then perform the following:

18. Do one of the following:
* Onthetool bar, click L earner
icon.
*  On the Editors menu, point to
People, and then click Learner.

19. Enter search criteria(i.e. Learner ID
= 123456789 or Primary Org Unit =
MSFC-CDO02)

20. Click Retrieve

21. Double click on the Learner

22. Click on the Personal button

23. On the Allow Login option, select
the (NO) radio button

ey -
Pl B L BT D e | e | T
24. Click Save

25. Click OK

26. Click New to add another Learner
(Contractor), or click Close to return
to the Find Learners screen.

ToAdd aCoursetoalLearner’s
History

1. Onthetool bar, click the L ear ner
icon.

2. Perform asearch to find the Learner
whose course history you want to
edit by entering Last Name or
Learner ID and clicking on the
Retrieve button.

3. Sdlect the learner, and then double-
click.

4. Onthe Action menu, click Edit
Course History.
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5. Click Add button.

6. Input the Date Completed, Course
ID or click onthedlipsis(...) to
look-up the course.

7. Enter search criteria(i.e. Course
Title = Contracting% or Course ID
= CONF%) or click Retrieveto
bring up all courses.

8. Select the appropriate course and
click OK

9. Inputratingor grade
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10. Click Save
11. Click OK
12. Click Close

To add additional completed courses,
click Add and input the appropriate
information.

Assigning/Editing User Defined
Fieldsin Edit Course History

In the “Edit Course History” area, you
can add training history records for a
particular learner who has completed a
local computer training class,
conference, academic study or
classroom training course.

To Edit or Input User Defined
Fields perform the following:

1. Onthetool bar, click on the
Learner icon.

2. Perform asearch to find the Learner
whose course history you want to
input UDF s by entering Last Name
or Learner ID and clicking on the
Retrieve button.

3. Select the learner, and then double-
click.

On the Action menu, select Edit
Course History.
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5. Sdect the course to associate the
UDF's.
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6. Click onthe User Fields button.

7. Click on the Course Enrollment
tab to edit or input user fields.
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8. Click Add and input appropriate
UDF's.

9. Click Save.
10. Click OK.

11. Click Close until you return to the
status screen.

Consolidating Course Histories

Sometimes alearner is entered in the
database ore than once. Asaresult, the
same learner may have two or more
learner Ids. A*STAR provides you
with away to consolidate the course
histories of the learner.

Once you merge the two histories, you
can make the extralearner ID(S)
inactive, leaving you with asingle
course history and learner 1D for the
learner.
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To Consolidate Course Histories

1. Onthetool bar, click the L ear ner
icon.

2. Do asearchto find the learner
whose course history you want to
edit.

3. Sdlect the learner, and then double-
click.

4. Onthe Action menu, click Edit
Course History.

5. Click Consolidate

6. TypethelD of the learner whose
history you want to merge

7. Click Find.
8. Click Merge, and then click Close.

9. Click Save, and then click OK .

Viewing a Course History

You canview alisting of all alearner’s
completed courses.

Toview a Course History

1. Onthetool bar, click the L ear ner
icon.

2. Do asearch to find the learner
whose course history you want to
view.

3. Sdect the learner, and double-click..

4. Onthe Action menu, click Course
History.
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Viewing Scheduled Cour ses

Y ou can view acomplete list of all
courses alearner is scheduled to take.

To View Scheduled Cour ses

1. Onthetool bar, click Learner icon.

2. Select the learner, and then double-
click.

3. Do asearch to find the learner
whose course history you want to
edit.

4. Onthe Action menu, click Course
Schedule.

| nstructor Editor

An Instructor is aperson that will be
scheduled to provide instructor-led
courses, either inside or outside your
organization.

Creating New Instructorsfor
Classroom Courses

1. From the Daily Status screen, click
onthelnstructor Editor icon.

2. At the Find Instructors screen, click
on the New button to create a new
instructor record.
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3. Enter the Instructor information,
select the Instructor Location from
the drop-down menu. Type any
additional information (optional).

4. Click the Save button to save the
instructor record.

5. Once you have created and saved
the instructor, you can identify
instructor qualifications. Click on
the “Action” menu item to select

“Courses Taught” to associate
COUrses.
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6. All of theinstructor qualifications
will be displayed on the “Courses
Instructor is Qualified to Teach”
screen. Click on the Add button to
add course materia inventory.

7. After retrieving the courses, click on
the course(s) you want to add to the
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instructors qualified list, then click
the Add to List button.

Room Editor

A*STAR alows you to manage all
room reservation and scheduling in your
organization. Y ou can create rooms to
be used as classrooms as well as rooms
to be used for other events, such as
meetings or conferences. Before you
can schedule aroom using the Room
Manager, you must first create the
room.

Creating a New Room for
Scheduling

1. From the Daily Status screen, click
on the Room Editor icon.

2. At the Find Rooms screen, click on
the New button to create a new
room record.

3. Enter the Room information, then
select the room Location and the
room Configuration from the drop-
down menus. Type any additional
information (optional).

Room Configurations and Locations
are created by the System
Administrator using the Setup
functions of A*STAR. If you do not
have the required location and/or
configuration in the drop-down menus,
send an e-mail to your System
Administrator.
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4. Click the Save button to save the
room record.

Associating Facilitieswith a
Room

1. Once you have saved the room
record, click on the Facilities button
to associate room facilities.
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Room facilities can include computers,
projector screens, overhead projectors,
etc.

2. Click onthe room facility that you
would like to associate to the room
and click on the Copy button and
then click Save.
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Station Editor

A Learning Sation isalocation in the
learning center where the learner will
take self paced training. A learning
station may have a computer, VCR,
cassette player, etc.

In order to schedule alearner for self-
paced training at a Learning Center, you
must create the Stations that will be
schedul ed.

1. From the Daily Status screen, click
on the Station Editor icon.

2. Click on the New button to create a
new learning station record.

3. Enter the Multimedia Station Name,
Multimedia Station 1D, and select a
Learning Center from the drop-
down menu. Type any additional
information (optional).
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4. Once you have entered the station
information, click on the Save
button.

The Multimedia Station Name,
Multimedia Station 1D, and Learning
Center fields are required when creating
anew Learning Station record.

Assigning L ear ning Station
Media

Assigning Mediato learning stations
enables administrators to track
individual station qualifications when
scheduling self-paced material. For
example, if you tried to schedule a
video tape at alearning station that did
not have aVCR, A*STAR would
automatically warn you indicating this
material is not supported.

1. From the Daily Status screen, click
on the Station Editor button.

2. At the Find Stations screen, click on
the Retrieve button and double-click
on the station record for which you
want to set up station media.

3. Click on the Media button to assign
Station Media
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4. Highlight the Media you want to
assign to the station and click on the
Copy>> button.
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Sation media can also be assigned by
double-clicking on each selected Media
choice.

5. Click the Save button once you
have associated the Media Handled
by Station and click the Close
button.

Systems Administrators are the only
A*STAR administrators who have the
capability of adding station media. |f
the station media you requireis not
listed in the Media choices window,
send an e-mail to the System
Administrator with the appropriate
information.

Assigning L ear ning Station
Equipment

Assigning Equipment to learning
stations enables administrators to locate
and track equipment inventories.

1. From the Daily Status Screen, click
on the Station Editor icon.

2. At the Find Stations screen, click on
the Retrieve button and double-
click on the station record for which

you want to set up station
equipment.

3. Click on the Equipment button to
assign Station Equipment.

4. Highlight the Equipment you want
to assign to the station and click on
the Copy>> button.

frm =
T W O om W F = A & 4 =
e e e e e
T T —— —=-
— s
r=am = |
- = |
— F—
= L ..o
b
|
= k]
- |
T e i il =
] T D |l | e |t T gl s

5. Enter the Equipment Serial Number
after you have added the equipment
to the station.

6. Once you have associated the
equipment to the station and entered
the serial numbers, click on the
Save button and click Close.

Course Editor

Creating Instructor -led Courses

An Instructor-led Course is a course
that will be scheduled and managed in a
classroom environment with an
instructor. Instructor-led courses are
created in the Course Editor, using the
same function as you would use to
create a self-study course.

1. From the Daily Status screen, click
on the Cour se Editor icon.
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2. Atthe Find Courses screen, click on
the New button to create a new
course record.

3. Enter the Course Name, Course Id,
Days Scheduled, Hours/Day,
Description, and Capacity, select the
Format, Course/Material Grouping,
and Course Type from the drop-
down menus.
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The Description field is not required to
save the courserecord. The Days
Scheduled and Hours/Day you define
on this screen will be the defaults when
you schedule the course.

The Course Type drop-down menu will
determine if this course is administered
using the A* STAR Course Manager or
the Learning Center. Make sureif you
are creating instructor-led courses, you
select “ Classroom”.

4. Click the Save button to save the
course record.

Associating Course Materials

1. Once you have created and saved
the course, you can associate
classroom materials. Click on the
“Action” menu item and select
Materials to associate materias.
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2. If you have not defined any
classroom material, A*STAR will
provide a“No Data Found” prompt.
Click on Add button to add material
to this course.

3. Usethevariousfieldsto refine your
material search, click on the
Retrieve button.

4. Once you have highlighted the
desired material you want to
associate to the course, click on the
Add to List button.

5. Click the Save button to save the
material associated with the course
and then click Close.

Once a material islinked with a
course, you have the capability of
tracking material inventories and
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managing material distributions when
scheduling an instructor-led course.

Associating Cour se Equipment

1. Once you have created and saved
the course, you can associate
classroom equipment. Click on the
“Action” menu item and select
Equipment to associate equipment.
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2. If you have not defined any
classroom equipment, A*STAR will
provide a“No Data Found” prompt.
Click on the Add button to add
material to this course.

3. Usethevariousfieldsto refine your
equipment search, click the
Retrieve button.

4. Once you have highlighted the
desired equipment you want to
associate with the course, click on
the Add to List button.

5. Click the Save button to save the
equipment associated with the
course.

Once equipment islinked with a
course, you have the capability of
creating equipment reservations when
scheduling an instructor-led
occurrence.
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Material Editor

Classroom Material can be created and
associated with classroom training.
Associating materials to courses
enables you to track inventory levels
and distributions of materials such as:

= Workbooks

= Manuals

= Study Guides, etc.

Setting up and managing course
material is an optional function of
A*STAR. You arenot required to
setup course materialsin order to use
the Course Manager scheduling
functions. Before you can associate
material to a course, you must first
create amaterial.

Creating Classroom M aterial

1. From the Daily Status screen, click
onthe Material Editor icon.

2. AttheFind Materials screen, click
on the New button to create a new
material record.

3. Enter the Materia Titleand ID, then
select the Media and
Course/Material Grouping from the
drop-down menu.
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4. Click the Save button to save the
material record.

Creating a Copy of a Learning
Material Title

Y ou can create records for each
individual copy of amaterial title. The
record for each copy of amaterial is
based on where it will be used.
A*STAR provides four categories of
material copies:

= Classroom

= Hybrid (can be used as both

Library and Classroom copies)
= Library
= Learning Center

1. From the Daily Status screen, click
on the Material Editor icon.

2. AttheFind Materias screen, click
on the Retrieve button and double-
click on the material record for
which you want to set up course
material copies.

3. Sdect thetitle, and then double-
click.

4. Onthe*Action” menu, point to
Material Copies, and then choose a
type of copy.
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5. Click the Add button.
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To Create a Classroom Copy

1. Typeor select the following
required information:
= |D Number
= Learning Center
=  Current Level
= Low Level

2. Type any additional information
(optional)

3. Click Saveto save the record.

A*STAR will automatically calculate
the material copy inventory levels, as
they aredistributed. When the
material copy inventory exceedsthe
Low Point, you will be notified and
prompted for action.
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To Createa Hybrid Copy

1. Typeor select the following
required information:
= CopylID
= Learning Center
= Loan Period
= Time Required

2. Add any additional information
(optional).

3. Check the Active check box isyou
want to loan and distribute the
material.

ToCreatealibrary Copy

1. Typeor select the following
required information:
= CopyID
= Learning Center
= Loan Period

12

Add additional information
(optional).

Check the Action check box if you
want to loan or distribute the
material.

To Createa L earning Center
Copy

1

Type the following required
information:

= CopyID

= Learning Center

= Time Required

Add any additional information
(optional).

Check the Action check box to loan
and distribute the material copy.
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To save time when creating copies to
be used at the same location, use the
Copy button. Clicking Copy creates a
new record with all the copy
information except the | D number.
Type the new I D number, and then
click Save.

Equipment Editor

Creating New Equipment

A* STAR lets you manage scheduling,
reservations, and inventory for
equipment within your organization.
You can create equipment to be used in
classrooms as well as for other events,
such as meetings or conferences.

Before you can schedul e equipment
using the Equipment Manager, you
must first create the type and physical
copy of the equipment.

Creating a New Equipment
Type

1. From the Daily Status Screen, click
on the Equipment Editor icon.

2. At the Find Equipment screen, click
on the New button to create an
eguipment record.

3. Enter the Equipment information,
then click the Save button to save
the record.

Now that you have created an

equipment type, you can create
physical copies of the equipment,
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which can be reserved, scheduled, and
tracked.

4. Once you have saved the equipment
record, click on the Physical Copies
button to create individual
eguipment copies.
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All of the physical copiesfor the
specified equipment are identified on
the Equipment Copies screen. Each
physical copy of the equipment hasa
unique identifier and can be scheduled
individually.

5. Click on the New button to add a
physical copy for the equipment.

6. Enter the Equipment Copy ID,
Contact Name, Contact Phone, and
associate a Learning Center using
the drop-down menu, then click the
Save Button.

The Learning Center isthe physical
location from which the equipment will
be scheduled. Each center can have a
separate equipment inventory within
your organization.

When creating physical copies of
equipment, remember that you can use
a bar-coding system to create specific
equipment copy ID’s. Thiswill
streamline the management process by
enabling you to scan each piece of
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eguipment you are checking in and
out.

Vendor Editor

Vendors are suppliers of training and
learning materials.

Creating a Vendor

1. From the Daily Status Screen, click
on the Vendor Editor icon.

2. AttheFind Vendor screen, click on
the New button to create a vendor
record.

3. Type and select the following
required information:
= Name
= Vendor ID

4. Type any additional information
including:
=  Address
= Contact Information

5. Click the Save button to save the
Vendor record.
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If you have more than one vendor in
the sametraining area, you can use
Copy to savetime. Clicking copy
transfers all information except for the
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name and vendor | D from thisrecord
to anew record. Typethe Nameand
Vendor | D and then click Save.

To Edit aVendor

1. From the Daily Status Screen, click
on the Vendor Editor icon.

2. Atthe Find Vendor screen, enter
search criteriaand click on the
Retrieve button.

3. Sedlect the Vendor and double-click.

4. Make changes and then click on the
Save button to save changes.

5. Click OK.

6. Click Close button to return to
Daily Status Screen.

To Delete a Vendor

1. From the Daily Status Screen, click
on the Vendor Editor icon.

2. AttheFind Vendor screen, enter
search criteriaand click on the
Retrieve button.

3. Sdlect the Vendor and double-click.

4. Click onthe Ddlete button.

5. Click onthe Y es button to confirm
delete.

6. Click OK.

7. Click the Close button to return to
the Daily Status Screen.

Viewing Materials Distributed
by a Vendor
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You can view a list of all materials
your organization hasreceived from a
particular vendor. When you create a
copy of a learning material title, you
specify the vendor for the material.
A*STAR uses thisinformation to
provide a report of materials provided
by a particular vendor.

To View Materials Distributed
by a Vendor

1. From the Daily Status Screen, click
on the Vendor Editor icon.

2. AttheFind Vendor screen, enter
search criteriaand click on the
Retrieve button.

3. Sdect the Vendor and double-click.

4. Click onthe Materials button to
view materias.
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5. Click the Close button to return to
the Daily Status screen.
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