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Introducing NORS

+ Welcome to NORS
= About This Guide
= System Requirements
= Security
= Technical Support

=  Key Terms

* Logging in to NORS
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Welcome To NORS

NORS is the web-based application that allows you to access and manage
training.

Using NORS, you can enroll in courses, request offsite training, complete course

evaluations, generate reports, update personal information, and approve/deny
subordinate requests.

About This Guide
This guide explains the procedures for using NORS.

This guide is intended for all levels of users: Subordinates, Supervisors/NASA
Sponsors and Organization Reviewers.

System Requirements
NORS has been tested and known to work on the following platforms:

e IBM Compatible PC

= Internet Explorer 5.5 or higher

= Netscape 4.76 or higher

=  Monitor resolution 800 by 600 pixels (recommended)
e Macintosh

= Internet Explorer 5.0 or higher

= Netscape 4.76 or higher

=  Monitor resolution 800 by 600 pixels (recommended)

Security

All NORS users will need an user id and password to login to the system. The
system will require you to input this data each time you enter the system. All user

information inside NORS will be encrypted before being transmitted over the
Internet.
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Key Terms

The following table provides a reference for key terms used throughout the
document:

Term Definition

AdminSTAR [An administrative application that allows the Training
& Development Organization staff to manage all
aspects of training.

[Civil Servant Any user that is a NASA employee.

[Contractor Any user that is not a NASA civil servant.

INASA Sponsor A NASA civil servant who is responsible for
approving contractor(s) course requests.

[Org Reviewer Any user setup in AdminSTAR to approve/deny
[requests for an particular Organization.

Subordinate Any user in NORS that has a supervisor/NASA
Sponsor.

Supervisor Any user specified as a supervisor by another user.

Training & Development|Organization located at each Center that manages
Organization Itraining and development.

Technical Support

NORS is delivered as a ready-to-use web application, equipped with an online
tutorial, FAQ section, and context sensitive help option.

If for any reason you need more help than what is available from NORS please
feel free to contact us:

Phone: (256) 544-HELP
Web Site: http://nors.nasa.qov
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Logging in to NORS

You access NORS through the Internet using a standard web browser such as
Netscape Communicator or Microsoft Internet Explorer. All NORS users will
enter through the Learning Systems (SSO) Single Sign-On screen.

To Login to NORS.

1 Type http://nors.nasa.gov into your browser.

2 At the login screen enter your Username and Password.

/Z} 550 Login - Microsoft Internet Explorer =] 3]
J Fle Edit Wiew Favortes Tooks  Help
| dopack - ”H Links ”‘ | s [€] review.nis.nasa.govtk2F Userhccess. do%3Frpth 3Dhkp% 345 2F % 2Fnorsreview.nis.nasa. gov % 2FHome do ¥ | @60
| & | search Qyweb ([@ictionary - (Dshopping + P Travel  PGames B AdzZanper
El
W
Already a registered S50 or Mew User? If you have never
SOLAR user? Please log in below using used the single sign-on befare,
your username and password, wou must register.
Username: If you have used SOLAR but are
new ko the single sign-on, you
do not need to register,
Password:
Register
What is the learning systems Single Sign On?
? What if T've Forgotken my passward?
NASA Privacy Policy.
Dol need an account?
[&7 pone |5 [ mtemet 4

Figure 1- Learning Systems Single Sign-On Screen

3 Click the Submit button
4 NORS Home page appears.
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Chapter 2

Using NORS

Using NORS

User Operation Guide

The Menu bar

Home Page- Enrolled/Requested Courses
Using Course Catalog

Using Course Schedule

Requesting New Course Offering

Generating Training History Report
Completing Course Evaluation
Approving/Denying Subordinate Request
Creating Subordinate Approval History Report
Update Personal Information
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Using NORS

Once you have logged into NORS, the first screen you see is the Homepage
which contains the navigation header.

The Navigation header appears on every page in NORS. As you can see from the
figure below the header includes the NORS logo, help links, a greeting message
and the navigation bar. The navigation bar is divided into 5 major catagories:
Home, Course Info, My Transcript, My Account and Site Info. Each category is
described in detail below.

/A NORS - Home - Microsoft Internet Explorer Elg‘ =la x|

File Edit Wiew Favorites Tools  Help

dback = - ([0 A | @oeach [GFavortes veda B EY- S = - 2 D

Adiress [&] hitp://513725-nitjHome.jsp | P ‘ Links >
Help | Site Msp | FAQ | Feedback | Log Out home
(=
<
NASA Iq ORS Hello Jane
: NASA Online Registration System Supervisor: Jacky Davis change
Home Course Info My Transcript My Account» Site Info»
Search Enrolled Courses
The Enrolled Courses table list the course(s) you are currently enrolled in. In the event you wish to
Find a Course: drop a course, you may do so by clicking the "Drop Course” link. The system will autornatically drop
lﬁ you fram the course and send an e-mail notifying your superisor of your action
itle -
Enter keyword...
Enrolled Courses Enrolled Courses =
Course 1D THle Type of Training  Status D;‘R’Z & nZtgem End Date
Tutorial

Getting Started:
Flease check out our
|
,g'] [changePassward jsp ’_ ,_ ’_ E Lacal intranst

Figure 1- Home Page Screen

The Navigation Bar
The following table breaks down each category of the Navigation bar:

Category Description

Home View the courses in which you are currently enrolled or have
requested enroliment.

Course Info |Course Catalog- Search all active courses in the NORS
catalog.You may filter your search by Course Id, Title,Center,
Subject, Format, and Type of Training.

ICourse Schedule- Search all scheduled courses in the NORS
catalog. Filter your search by Course Id, Title, Center, Subiject,
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Category

Description

Format, Type of Training, or begin date and end date.

Request New Course Offering- Request training for a course
that is not scheduled in AdmIinSTAR (i.e. academic training, local
computer training, conferences, etc.)

My Transcript

Create a printer friendly report regarding your training history.

My Account

ICourse Evaluation- Complete on-line surveys to evaluate such
things as course sessions, instructors, training materials, facilities,
and the overall training experience.

Subordinate Requests- As a supervisor/NASA sponsor, you
have the capability to approve or deny your subordinates pending
requests.

Subordinate Approval History- Create a printer friendly report
regarding the approval/denial history of your subordinate
requests.

Subordinate Training History Transcript- As a
supervisor/NASA sponsor, you can view the training history of
your subordinates.

IOrg Reviewer Requests- As an Org Reviewer, you have the
capability to approve or deny the pending requests of any learner
in your assigned organization.

View Personal Info- you may view your personal information in
the NORS database or change your supervisor/NASA sponsor.

Site Info

508 Compliance- States NORS compatibility with assistive
technologies used by people with disabilities.

INASA Privacy- This policy establishes how NASA will use
information gathered about you from your visit to NORS. The
privacy of user information is of utmost importance to NASA.

Site Map- a visual model of NORS content that allows you to
easily locate information.
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User Home Page- Enrolled/Requested Courses

The homepage is a dynamic page which displays your enrolled/requested courses.
You have the capability to drop any course(s) in which you are enrolled and/or
cancel any pending request(s) you have submitted. An e-mail will be sent
notifying your supervisor/ NASA sponsor of your action.

To drop a course.

1 Select Home from the navigation bar.

2 In the Enrolled Courses table click, the Drop Course link. (see figure 2)
B3 ) 0 T _|Ii|_l

File Edt Wiew Favorites Tools Hslp

dback -~ = - (D[] A | Boeach [GHFavortes fveda (B EY- S E -2 9 8
Aetiress [ ] htps/fsdminaptHome.do =] e
automatically drop you from the course and send an e-mail natifying your supervisor of your action -

Enrolled Courses Enrolled Courses =

Search by: Course 10 Title Type of Training Status E”D’:’l'ad E:jeag‘! End Date  Orop?
Title = Intemnational N
I ] AF stron auti Enrolled O5ZG/2003 DSMDZO03 D341/2003 -0k
Federation s
Enter keyword... LINUX 5¥STEM  Information/Communication Drop
yw LEA ADMINISTRATION gt Enrolled 05/26/2003 12082003 12082003
Foiklift Safety Satety Diop
FSR2 Enrollad DS28/2003 D7/23/2003 07/23/2003
B Refrashar (2) Systems/Dperstions nrelle Course|
BEADS AlD AdmInSTAR &IDP - Administative Enrolled OSGORO0E 0MO7/2004 Odn7r004 DICE
== Orientation Systems " Aourse]
Effedtive Willen & ¢ . munication Drop
EWOC oral ! Enrollad 05/3/2003 038200 2004
& - Skills Course
lonizing Radiati Diop
IRET . 04 01/22r2004
= Expasure Traini Course
Click Drop Course
COSMOSM Intr o
CMIFEA to Finite Elemen h link h G osErizona oseTZO0d R
Analysis yperim cere. —
Intemets in o
IEME Emerging Mixed 3 122002003 126302003
Emvironments
Excel 7.0, Other Computer Drop
EXINH e diate o Enrolled DBAZ/2003 031142004 03142004 DL
Knodk our Sods
IKYSOCS  Off Customer ga:‘s"m”‘a“"gm“mm' Enrolled DEMZ/2003 DSI26/2004 05/26/2004 %EE

Senice ® fouze |
€] [Home.da ’_ ,_ ’_ E Local inkranet

Figure 2-Enrolled Courses Table

3 Click the Ok button in the pop up menu, confirming that you want to drop the

course.
Microsoft Internet Explorer x|

@ ‘fou are about ko drop enrollment in this course,

Zancel |
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4 A message is displayed confirming that the course enrollment was
successfully dropped.

(Note: An e-mail will be sent notifying your supervisor/ NASA sponsor of

your action.)

To cancel a request for enroliment.

1

2
(see figure 3)

Select Home from the navigation bar.

£ | 1 5| 1 | _ o

In Enrolled Courses Table, select Requested Courses from the drop down.

Click the Cancel Request link in the Requested Courses table.

File Edit Wiew Favorites Tools Hslp

<= Back

- -2 & | @search [GaFavorkes fveda (B | By S A - 28

address [&] hitp:/fadminap4/Home.do

=] pa

Search
Search by:
Title -

Enter keyword...

Tutorial

Getting Started:
Flease check out our

News

Administrator Message:

4

Requested Courses
In the Requested Courses table below are the requestis) submitted to your superisor

awaiting approval. Once your supenvisor has approved or denied your request(s) an e-rail will

be sent to you stating the status of your request. Your request will then appear on the
Enralled Courses tahle

In the event you wish to cancel a reques|
so by clicking the "Cancel Request” link
description of the course,

Click Cancel Request
hyperlink here.

Mote:¥ou have 1 pending course evaluat

Requested Courses

rses x
Cancel?

Training Office Message:

L Requested  Bagin

Course 10 Title Type of Training Status "“D Dagte

Feal-Time
ETgps  Svdtems Engr- Pending OB42003 09/02/2003 Ugmmuua

Design &  Systemsfindustrial Re uesl

Analysis

Famlitt

Sate Sate Canoel
FSRZ ngher Smgngupmm”s Fending DBM42003 0172012004 01262004 2%

53]

Managaiial

. Cancel

Fs

]

[ BB Local intranet

Figure 3- Requested Courses Table

4  Click the Ok button in the pop-up menu to confirm your action.

Microsoft Internet Explorer

@ You ate about ko cancel enrallment in this course,

Zancel |

x|

5 A message is displayed confirming that the course request was successfully

cancelled.

(Note: An e-mail will be sent notifying your supervisor/NASA sponsor of

your action.)

User Operation Guide
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Viewing the Course Detail

The course detail screens allow you to view detailed descriptions of the courses
and course occurrences. The Course Catalog detail screen allows you to view a
detailed description of the course. The Course Schedule detail screen allows you

to view course dates, times, and locations of the course.

To view the course catalog detail screen

1 Place mouse cursor over Course Info on the navigation bar and select Course

Catalog from the drop-down.

2 Enter your search criteria. You can also filter your search by center, subject,

format and/or type of training.
3 Click the Submit button to view search results.

5 ) ) 5 =1

File Edit Miew Faworites Tools  Help

GBack - = - (@ 2] & Bloearch GlFavortes TMeda (4B S = - H 2 8

Address [{€] hitp://adminap4/CourseCatalogSearch. do

| pa

Sort by: Course ID, Course Title, Center, Format or Type of Training

1z Mo Click the Course Id hyperlink [Seshesbe
SearcniResuKE to view the course description |ikakdka

Course 10 Title in the COurse Catalog Check Schedule
AEMMEARZ Accounting Analysis for Manag Hone
Soheduled —
ADMOZ0T  Acoeunting For A hiai e Hone
Pasannel Centar Ted Scheduled
ADMOZ0E  Ac Svoling Funds Mashall Space Flight Instuctor  F Hane
Center Led Scheduled
A5 Accounting Information Systems Marzhall Space Flight Discussi Fi HNane
Cente Scheduled
ACC FROC  Accounting Frocedures in Federal Marshall Space Flight Instuctor  Fi i diting Hone
Agencies Center Led Soheduled
SEGAZEEE01  Aceounting and Reporting Mashall Space Flight Audio FinancefAccounting/Auditing  General Naone
Center Scheduled
AFBOIE Accounting for Business Oparationsin _ Marshall Space Flight Instructor  FinancedAccounting/Auditing Hane
Govemnment Center Led Scheduled
SFFAS Z Accounting for Direct Loans & Loan  hawshall Space Flight Instuctor  Fi Hone
eeeeeeeeee Cente Led Scheduled
OCOMEEZ  Accounting for Managers Marshall Space Flight Discussians  Folicy/Frogiam/Mgmt Hone
Center Analysis Scheduled ;l
[ pnne 63 I neal intraner

Figure 4- Course Catalog Search Results Screen

4 To view the Course Catalog Detail screen, click the Course Id of a course.

User Operation Guide
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/A NORS- Course Detail - Microsoft Internet Explorer B e [ |

Ele Edit Wiew Favaorikes Tools  Help

GBak - o= - (D 7t | Qsearch [GalFavorites Media ¢4 ‘ EN- S = - D8

Address I'&;‘] http:/fadminap4iCourseDeta dofcourseld=AFEOIG j o

earch Course Catalog Detail

Accounting for Business Operations in Government

Course Id:  AFBQIG

earch by: Format:  Instructor Led

[itle - Training Center:  MSFC

#Mum of Days Scheduled: 2
ter keyword...

Type of Training:  Finance/Accounting/Auditing

Course Description:  This course is designed far Federal financial managers and
accounting staff who are responsible for accounting transactions
invaling "interagency wark agreements” on a reimbursable basis, or -
with the sale of goods and services through working capital funds,
revalving funds, or franchise funds. CPE Credits are 16. Course
topics include: -Laws and regulations that autharize or prohibit
reirnbursable agreements and other business opportunities -
Procedures for recording reimbursable funding authority -Accounting
procedures for determining "costs” and setting fees for services You
will be able to: -Cormply with the most current policies and
procedures affecting interagency business oppartunities -Explain the
procedures that will help avoid overobligating, over-expending, or

misusing reimbursable authirity -Determine costs and set prices 'LI
|4l 3
[&] pene [ BB Local inkranet

Figure 5- Course Catalog Detail Screen

5 Click the Back button to return to the previous screen.

To view the course schedule detail screen

1 Place mouse cursor over Course Info on the navigation bar and select Course
Schedule from the drop-down.

2 Enter your search criteria. You can also filter your search by center, subject,
format and/or type of training.

3 Click the Submit button to view search results.

User Operation Guide 12



NASA On-line Registration System

(=] _|IEI5I

Bk - =« G ] | Qisearch [GFavarites Media (4 ‘ EN- S A - D0
Adress [ €] http/fadminap4{SchedueSearch.do =] P

1z3as Next 2= .
Click the Course Id

hyperlink to view the

Course Schedule

Course ID Title d .. £ h Oste  Training Certer
725V004801 (KSC) Clean Room p [rizong Mamshall Space  Request
Flight Center
(K5E) Hanger AF Walk Marshall Space  Beguest
ZZOVOOR0T R certfication P T TR " V2003 Flight Center
aBLAC 93 Legal Aspects of Tctar Led  Other General ovrereons oFr7ieons Ma=hall Space  Request
Construgtion Flight Center
AMEC AIAA B ulation | tructor Led  Conferences/Symposiums 10032003 1002003 MaEhall Space  Frouest
c Flight Center
Computer Office Marshall Space  Request
ARAEK Aecess 97, Advanced Instructor Led Autornation/# Il 02/16/2004 021772004 Flight Center
Computer  Computer Office Marshall Space  Request
2B Arcess 97, Beginning o o oA varzazons ozzazoes (AT B0
AdminSTAR & IDF Computer Marshall Space Reguest
Ao o o Administiative Systems vam7izons papzoes [ETI BhY (R
ASTARTEST AdminSTARE.Z Tast CO-ROM Computer Oifica 087202003 0arzorzopa MAEhal Space  Eeauest
AutomationAlM Flight Center
ASTAREZ  AdminSTARG.E Training Instructor Leg COMPuter Office 01/08/2004 01/Doiz00s MeEhall Space  Request
AutomationAlM Flight Center
Computer Office Matshall Space  Request
ASTARBE  AdminSTAR 6.3 Training Instructor Led - 2MPUIS! HHTC oarazons oaRaRons (NI SR
Computer  Computer Office - Marshall Space  Request
fnlin ST TG Based Automationzaim |Aparoval Levelionsite): 3[2H2003 oot
ASTAR AdminSTAR Training Computer Computer ffice o7snz003 o7mnpops Meshall Space  Bequest

Based Automation/AIM Flight Center Enroliment 'LI
r

lel [ BFrocalibanst
Figure 6- Course Schedule Search Results Screen

4 To view the Course Schedule Detail screen click the Course Id of a course.

rnet Explorer

Ei Edit Wiew Favories  Tools  Help
dBack - = - @ 2] & | @isearch [GFavarites  Eimedia 4 ‘ B St - P o

Address |g'] http:/fadminap4iCourseScheduleDetail do?courseId=2aLACEcourseInstancesakey=239228dayNumber=1 j ﬁGu

earch Course Schedule Detail

98 Legal Aspects of Construction

(=] _|IEI5I

Course Id: 95LAC
earch by:

h Start Date: 07 A6/2003

End Date: 07A17/2003
ter keyword... Course Location: 4200815

Start Time: 2:00 A

End Time:

On Duty Hours: 165

4:00 P

Off Duty Hours:
Cut-Off Date:
Participant Cost: 255

Training Coordinator:

Day Number: 10of2 Next»

Ll I»llI

lel [ BFrocalibanst
Figure 7- Course Schedule Detail Screen

5 Click the Back button return to the previous screen.
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Using the Course Catalog

The course catalog provides you with the capability to search every active course

in the NORS database. Your search may be filtered by course id, title, center,

subject, format, and/or type of training. You also have the capability to select a

course and request enrollment if it has been scheduled.

To search for a course using the course catalog

1 Place mouse cursor over Course Info on the navigation bar and select Course

Catalog from the drop-down.

2 On the Course Catalog page, enter your search criteria. You can also filter

your search by center, subject, format and/or type of training.

4} NORS - Course Catalog - Microsoft Internet Explorer

| e 2 5 5 _|IiI5I

File Edt Wew Favorites Tools Help
GBack = - (@ [4] A | Qoeach [GaFavorkes Teda H|EN- S - H D B
Address [ @] hutp/fadminapcowrseCatalogsearchint do =] @60
R i B i R s e L O B
filtered by center, subject, format, type of training, andfor training period for more accurate results.
P 1Sl
Catalog Search
Course ID: | Equals j
Course Title IACCDuntlng Ileﬁms j
YYou may narrove your results by selecting one or mare
of the following options:
Center: |MarshaH Space Flight Center j
Subject |Chnose a Subject j
Format: Courze Format E
Type of Training: |Type of Training j -
& pene [ BB Local intranet

Figure 8- Course Catalog Screen

3 Click the Submit button to view search results.
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4 (Optional)- You may sort your results by Course Id, Course Title, Center,
Format or Type of Training. If you wish to see a detailed description of a

£ ) 0 1 0

File Edit Wiew Favortes Tools Help |

dback - = - (D[] A | Qoeach [GaFavores Tveda H|EN- S -5 9 B

Adiress [&] atalogscarch. dazcourseldsse: cokinokirenionldeMSECRe hiect =ReorseFormat =Rl ainingC ategory=Epage=2tsort= ¥ | (G

Click the View Schedule n
<ereviows 3 | hyperlink to view the course

Search Results schedule. 26 -39 of 39

Course 10 Title Trsining Center For mat zinin Subjects  Cheok Schedule
EE1VZ0A00Z & Nanprofit ing  Marshall Space WHS/Hook Finans fing Administiative None
Flight Center Seheduled
BEACIA1  Govemmental Accounting Marshall Space Instructor Led  Finance/AccountingAudiiy None
Flight Center Schaduled
GAFR Govemmental Accounting, Financizl Marshall Space Instructor Led  Othar General igw
Reporting & Bud Flight Center Schedule
BEA Govemmental Boolkeeping & Marshall Space Instucter Led  F. diting ive None
Accounting Flight Center Scheduled
INAS Implementing the New Accounting  Marshall Space Instuctor Led  F. igw
Standards Flight Center Schedule
ASACIZ1  Intermediate Accounting | Marshall Space Instructor Led  Finance/AccountingiAuditing Nane
Flight Center Scheduled
REACEZZ  Intermediate Accounting I Marshall Space Instructor Led  Finance/AccountingiAuditing Nane
Flight Center Soheduled
REACEZE  Intermediate Ascounting Il Marshall Spase F None
Flight Center Schaduled
EITMGTE00T Managerial Accounting Marshall Space Discusions Administrative Systems Nane
Flight Center Scheduled
FUMBNA  Managerial AccountingFaulkner Marshall Space Academic, FinancefAccountingtAuditing Nane

Univ Flight Center Sraduale Scheduled =
CI ) ) - | »

&) Dane [ [ B Local intranet v

Figure 9- Course Catalog Search Results

course, click the Course Id link of the course you wish to view.

5 If you wish to view the schedule for a course on the Search Results screen,

click the View Schedule link for that course (see figure 9).

6 To request enrollment, click the Request Enrollment link on the Course

| @

Fie  Edit

dBack = - (@ [4] | Boeach [GaFavortes Preda H|EN- S -5 D B
Address |’,ej http:ffadmmam,is(heduleSear(h.du?mursam=ADMDza1&mursamame=&regmn1d=Mch&murseFurmat=&tra|mngCategury=&suma(t=:j @G0

=l

W Favarikes  Tools  Help

(=] _|Ii|5|

Course Schedule

The table below list all courses currently schedule for a specific date. If you wish to reguest course enroliment, please click on
the "Request Enrollment” link below. Once your request is confirmed, an e-mail will be sent notifying your supervisor of your
request.

If the course you wish to request is not listed below, please use our catalog search to locate the course

Course Schedule 1-10f1

Course D Title Format Training Type Begin Date  End Date Training Center
ADMOzgy Manageral Cost Instuctor ¢y oncatAccountingfAuditing 08/30/2004 Ds/31/z004 Mashall Space Flight Hequest
Accounting Led Canter Enrollment

K1} I»lLI

€] http:{adminap/ScheduleSearchInit. do ’_ ,_ ’_ E Local inkranet
Figure 10- Scheduled Courses

Schedule Screen (see figure 10).
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9 ) 5 1 5 )
Fle Edt Vew Fevortes Tooks Help |
daback -~ = - (D[] A | Boeach [Favortes veda BBy S -2 9 8
Address |g'] http:/fadminap4/RequestEnroliment, dorcourseld=ADMOZ51 &courselnstanceSakey=2401 18day=18onsiteApprovallevelSakey=5 j @Gu

7 Request Course Enrollment

" Managerial Cost Accounting

Course Id: ADMO2E1

Start Date: 05/30/2004

End Date: 0873172004

Purpose of Training: IW

User Justification: Required Training =]

|

*M  lagree to comply with the Employee Obligation Agreerment,

[~
@] javascripticheck(y; [ [ | B Local intranet

Figure 11- Request Enrollment Screen

7 Select Purpose of Training from the drop down and enter User
Justification in the text area. (Note: The Employee Obligation Agreement
must be checkbox must be checked to submit a course request.)

8 Click Submit button to submit your request.
Click the Ok button confirming your request was successfully submitted.

(Note: All contractors are automatically placed on a waitlist when requesting
enrollment.)

Using the Course Schedule

The course schedule allows you to search all scheduled courses in the NORS
database. Your search may be filtered by course id, title, center, subject, format,
and/or type of training. You also have the capability to select a course and
request enrollment in any course scheduled.

To search for a scheduled course

1 Place mouse cursor over Course Info on the navigation bar and select Course
Schedule from the drop-down.

User Operation Guide 16
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2 On the Course Schedule page, enter your search criteria. You can filter your
search by center, subject, format type of training and/or begin/end date (see
figure 12).

9 5 5 5 ) L

File Edt Wiew Favortes Tools Hslp

daBack - = - @) 71 | Qisearch [GFavarites  EiMedia 4 ‘ - S - IR

Address [ €] httpfadminap4/SchedueSearchirit. do | P

If you wish to search all the active courses in our catalog, you may do so using our catalog search
feature

Search Scheduled Courses

Course ID: | [Equais =]

Course Title: | |Contams j
Center, IMarshaH Space Flight Center j

Subject |Chnnse a Subject j

Fotrnat: W

Type of Training: |Type of Training =l

Begin Date: Month | |vear = End Date IMUnth = |vear > i

=l
@ oere T B

Figure 12- Course Schedule Screen

3 Click the Submit button.

4 (Optional)- If you wish to see a detailed description of a course, click the
Course Id of that course. (see figure 13). After viewing the course

description, please press the back button to return to previous page
B8 i 0
|

File Edt Wiew Favorites Tools  Help

dback + = - (@ [0 A | Qoeach GFavortes dveda B EN- S = -2 9 8

Adiress [&] hitp:/fadminsps/ScheduleSearch.do ] @6

B

Course Schedule
The table below list all courses currently schedule for a specific date. If you wish to request course enroliment, please click on
the "Request Enrallment” link below. Once your request is confirmed, an e-mail will be sent notifying your supervisor of your

reguest.

Click here to Request
Enrollment.

If the course you wish to request is not listed below,

New Search

Course Schedule
C”:"D’SE Title Format Training Type Eegin Date  End Date Training

Accass 97, Computer Office Marshall Space thNe uest
EE ) Instructor Led 2 0PES I H24B72004 02172004 1250 e

Accessal, Computer Computer Dffice Marshall Space Flight Request
AB 02/24/2004 02:24/2004

Beginning Based Automationdalhd Center Enollment

New Search

Ly 1o

[&1bone T [ BRemae
Figure 13- Course Schedule Search Results

5 Click the Request Enrollment link to submit a request (see figure 13).
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9 ) 5 5 -

File Edt Wiew Favorites Tools Help

daback -~ = - (D[] A | Boeach [Favortes veda BBy S -2 9 8

Address |g‘] http:/fadminap4iRequestEnrolment, doPourseld=ABRoourselnstanceSakey=23260%day=1%nskeApprovalLevelSakey=2 j @Gu

| Request Course Enrollment

" Access 97, Beginning

Course Id: AB

Start Date: 022472004

End Date: 02/2472004

Purpose of Training: Im

User Justification:  [pecruired Training =

|

*I | agree to comply with the Employee Obligation Agreement

Eioone T —
Figure 14- Request Enrollment Screen

6 Select your Purpose of Training from the drop-down and enter User
Justification in the text area. . (Note: The Employee Obligation Agreement
must be checkbox must be checked to submit a course request.)

7 Click Submit button to submit your request .
Click the Ok button confirming your request was successfully submitted.

(Note: All contractors are automatically placed on a waitlist when requesting
enrollment.)

Requesting New Course Offering

You have the capability to request training for a course that is not a NASA
sponsored course, therefore it doesn’t exist in the catalog or the schedule in
AdminSTAR (i.e. academic courses, local computer short courses,, conferences,
etc.). Upon submission, a pending request will be sent to your supervisor for
approval/rejection.

To request a new course offering

1 Place mouse cursor over Course Info on the navigation bar and select
Request New Course Offering from the drop-down.
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2 On the Request New Course Offering screen, enter the Course Information
and Vendor/School Information. Required fields are marked with an asterisk
(*). (See figure 15).

9 ) 1 T )
Fle Edt Vew Favortes Tools Help |
daback + = - ([0 & | Qoeach [Favortes veda BB S = - 5 2
Address Ifg‘]http:HE1EFZS-ntiREquestNEwCuurse‘]sp j o ‘L\nks &)

=

-""_ Request a New Course Offering
Please fill out the form below if you are requesting a course that is not in the ANORS catalog (e.g
conferences, academic courses, etc.)

Course Information: (* Required Fields )

*Course Title: I\nlru to Computer Science

“Biegin Date: |D7/24/2002 MM/DDAYYYY i
“End Date |u7/24/2uu2 MM/DDAYYY

*Course Location JHoitwaod. ca

(i@, Huntsuille, ALY
Continuaus Education I—
Units: 0

. ° Note: Credit Hours refers to academic
Credit Hours I3 courses taken at a college or university.
(e.g. 3 credit hours)

*On Duty Hours: IEI

*Off Duty Hours IWE =
& [ [ [B# Local intranet

Figure 15- Request New Course Offering Screen

3 Click the Submit button.

(Note: A request with the status of “pending” will be added to the Requested
Courses table on the Homepage.)

4  Click the “ok” button, to confirm your course request was successfully
submitted.

Completing a Course Evaluation

Some courses in NORS require you to complete a course evalution. NORS will
notify you upon login and via e-mail of your pending course evaluation(s). The
course evaluation(s) must be completed before you can receive credit for
completion of the course(s).

To complete a course evaluation.

1 Place mouse cursor over My Account on the navigation bar and select
Course Evaluation from the drop-down.
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2 Inthe Course Evaluation table, select the Take Evaluation link (see figure
16).
e i 5 5 _|Ii|_l

File Edit View Favarites Tools Help

dback -~ = - (D[] A | Boeach [HFavorkes veda (B EY- S A - 2 P2

Address [] hitp://513725-ntjCourseEvalution.jsp | @ ‘Lm =
Search Course Evaluatiol Click here to
The course evaluation(s)| credit for completion of the
Find a Course: course. Please click the COmplete luation. Once you have
lTit\e—;[ completed the course e eValuathn. b training office

Enter keyword...

Course Evaluation

Course No.  Title Format Bagin Date End Date Evalustions
ZoDs Zemax || Optical Design  Instructor 07/5/2002 07M0/2002 Take Evaluation
e Software Led SRR

[ http:f/513725-ntjEvalQuestions jspPeval=68hdr=4Banum=D02dnum=1 2K Local intranet

Figure 16- Course Evaluation Table

3 Complete the course evaluation and click the Submit button.

) 2 5 -1
Fie Edt View Favortes Tods  Help |
GBack v = - @ A | @search [GFavortes Dveda B BN S = - 2

Address Ig‘lhttp:HE]3725-ntiEvalQuestmns‘]sD?eva|=6&hdr=4&unum=ﬂ&dnum=1 j o ‘L\nks &)

1) The i was very k ledgable on the content of the course.

This question has already been answered.

Skip to next question

=l
@ oere T B

Figure 17- Sample Evaluation Question

(Note: An e-mail will be sent notifying your Training & Development
Organization that you have completed the Course Evaluation.)
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Approving/Denying Subordinate Requests

As a supervisor/ NASA sponsor in NORS, you have the ability to approve or deny
your subordinate(s) request. Your subordinate(s) will receive an e-mail regarding
your approval/denial status.

To approve a request.

4 Place mouse cursor over My Account on the navigation bar, select
Subordinate Info, and select Subordinate Request from the drop-down.

5 In the Subordinate Requests table, select the Approve link (see figure 18).

(Note: If the course requested by the user is being held at a Center other than
the Center they are assigned to, an alert message will appear. stating that the

request is located at a different center than the subordinate is assigned.)
B9 ) 0 5 D ) =
[

Ele Edit Wiew Favaorikes Tools  Help

dBack ~ =+ @) 7ot | @isearch [GFavarites  Eimedia 4 ‘ B St - ey ey

Adress [ €] http/fadminap4{SubordinateRequest.do =] @eo
Search Subordinate Request
The table below list the ny each reguest by
licking th te | : I tto th
gljlcnn‘r':ﬁ?natz 2:@:222: \i\ Cth the Approve em;;llp‘fnvs:jnHH;ntnr;clmk
Search hy: bee hyperlink to approve a
Title | subordinat request.

Enter keyword... Subordinate Request L
Subordinate Request
oS Course 19 Titl= Format === pgin pat -

Contract AdminSTAR 6.2

Search L;: rACtL S TARTEST TE;‘"'" CO-ROM  Pending 08/20/2003 nsrznr}Apgmue Den

Busines
Contracter,
SI0VISINET Frocess Quality  VHS Pending 02/1%/2004 03(15/2004 Approve Deny

Liza
Improvement

Contractar, Esccel 07, Computer

- CMPOOBO 0 — Pending 07/6/2003 07/7/2003 Approwe Dem

Contractor, HAZARDOUS Instructer

ioa HMT MATERIALS o Fending DE/26:2004 08/26/2004 Appiove Demy
TRNG

Cantractor, Organization Instructar

- ;1 Frewiewer o Pending 0B8/26/2004 03/26/2004 Approwe Deny
Trainin g

Contractor Speed is Life

ioa EE0VI1E101 GetFastorGo  WHS Fending DG/S/2004 DBAE2004 Appiove Demy
Broke

N . ZAPPI The . =l

& [ BB Local inkranet

Figurel8- Subordinate Request Table

6 Input Supervisor Notes into the text area and click the “Submit” button.
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3 NORS - Request Course Enrollment - Microsoft Internet Explorer

Eile  Edit v Favaorikes  Tools  Help

GBak - o= - (D 7t | Qsearch [GalFavorites Media ¢4 ‘ EN- S = - D8

Address I@JcourselnstanceSaKey=23946&courseName=ExceI%2097,%ZDAdvanced&courseType=onsite&act\on=approvenotes&&nrullType=enroH j ﬁGﬂ

Approve Subordinate Course Request

You may type in comrments for your subordinate's request here, or an explanation of denial, etc
Once you have clicked the Submit button, the request will be forwarded to your Org Reviewer for
budget approval/prioritization (depending on the business process at your Center), and then

submitted to the Training & Development Organization

Your subordinate will receive an e-mail to keep them informed of the status of this request

Course Information:

Subordinate: Contractor, Lisa
Course Title Excel 87, Advanced

El
[

Cancel Reset Fields Submit -
[ cancel Ji Reset Fietds I _suomit_] =
[&] pene [ BB Local inkranet

Figure 19— Approve Subordinate Course Request screen

Supervisor Motes:

7 Click OKk button, confirming your action.

To deny a request.

1 Place mouse cursor over My Account on the navigation bar, select
Subordinate Info, and then select Subordinate Request from the drop-
down.

2 In the Subordinate Requests table select the Deny link (see figure 20).
a)| /] a1

Fle Edt View Favortes Tods  Help |

= | & | @seach [GFavortes fveda A EY- S = -2 2 B
Agress [ ] https fadminsp{subordinateRequest.do x| s

B

Searvch Subordinate Request
The table below list the requests of your subon . .
clicking the appropriate link. Once you have ) Clle the Deny hyperllnk
subordinate enclosed with the status of their r

here. to deny a subordinate
Search by:

Title - request.

Enter keyword...

Subordinate Request —
BN e Title Foret RS oo e v e
Name Status
Contracter, AdminSTAR 6.2
_ Search L;’: 1aC00 e TARTEST Te;"'" CO-ROM  Pending 08/20/2003 08/20/2003 Approwe Demy

Cantractor, Businass

[onraT aam1s3053 Process Quality  VHS Pending DB/B/2004 0Sf18/2004 Approve Der
Improvement

Contracter, Exeel 97, Computer

Lo CMPooB Saeey ! Pending OTAGZO OTATR00E Appiove Dem
HAZARDOUS

Contract Instruct

L;: raster T MATERIALS Lned”' " Pending DB/26/2004 08/26/2004 Approve Dem
TRNG

Contractor Organization Instructor

Lo 29 pRT Fewiamar ! Fending DE/Z6/Z004 0S2E/2004 Aporove Deny
Training

Cantrastar Spesd is Lite

[onraTE gamA1B101 GetFastorGo  VHS Pending DB/B/2004 OBf1B/2004 Approve De
Broke

P ZAPP! The L. . LI

& T B
Figure 20- Subordinate Request Table
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3 Input Supervisor Notes into the text area and click the Submit button.

!aNDRS—Request Course Enrollment - Microsoft Internet Explorer El 5 gl .- 5[
File Edt Wiew Favorites Tools  Help

dback + = - (D [0 & | Qoeach [CFavortes Jveda BBy S = - H 2 8

Adiress [&] cesakey=240018courseNsme=Spesd>20is%20L Fe: %2056t % 20F ast > 200r%:2060%20Brokefcaur seType—onsiteBaction=denynotes | G0

Deny Subordinate Course Request

You rnay type in comrments for your subordinate's request here, or an explanation of denial, etc
Once you have clicked the Submit button, the reguest will be forwarded to your Org Reviewsr for
budget approval/priatitization (depending on the business process at your Center), and then

submitted to the Training & Developrnent Organization
Your subordinate will receive an e-mail to keep thern informed of the status of this request
Course Information:

Subordinate: Contractor, Lisa
Course Title Speed is Life: Get Fast or Go Broke

Superisor Notes:

|
[&] Done [ [ [ [BELocal intranet

Figure 21 — Deny Subordinate Course Request screen

4 Click Ok button, confirming your action.

(Note: NORS will send an email to the subordinate notifying them that you have
updated the status of their request.)

To add a subordinate to waiting list.

1 Place mouse cursor over My Account on the navigation bar, select
Subordinate Info, and then select Subordinate Request from the drop-
down.

2 In the Subordinate Requests table select the Approve link.

3 An alert message message appears stating the class full and asking if you want
to add the subordinate to waiting list. Click Yes in the popup message to add
user to the waiting list.

4 Input Justification/Comments into the pop-up window and click the Submit
button.

5 Click OKk button, confirming your action.
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Approving/Denying Org Reviewer Requests

As a Org Reviewer in NORS, you have the ability to approve or deny your
subordinate(s) request. Your employee(s) will receive an e-mail regarding your
approval/denial status.

To approve a request.

1 Place mouse cursor over My Account on the navigation bar, select Org
Reviewer Request from the drop-down.

2 Inthe Org Reviewer Request table, select the Approve link (see figure 22).

/B NORS - Organization Reviewer Requests - Microsoft Internet Explorer BB e ) [ |
Eile Edit Wiew Favaorites Tools  Help |

Sback = - @) [2] & @each [EFovories DMede (4 B S A - H 28

Address |’,ej http:/fadminap4{OrganizationReviewerRequest.do | Pa
. . [
Search Organization Reviewer Request
The table below list the requests of . ¥

Search by: clicking the appropriate link. Once - e
lTit\e—;[ employee enclosed with the status Clle the ApprOVe
hyperlink to approve an
Enter keyword...
employee request.
Organization Reviewer Request
E";lz'r:fe Culud’s* Title Format R;‘lf:‘ Begin Date  End Date
Wanagement
CONRAD, Skills for First  Instructor
DENNIE MSFTS Tim Led Fending 11/24/2002 11242003 Approve [Cen
Supenvisars
CONRAD, Marketing Instructor Approval Level{onsite):
pens | MYTL YourTraining " Pending D7/26:2004 07/26/2004 :
Intemally
=
F) [ [ [ [BE Local intranet

Figure 22- Organization Reviewer Request Table

3 Input Organization Reviewer Notes into the text area and click the
“Submit” button.
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/B NORS - Organization Reviewer Request Course Enrollment - Microsoft Internet Explorer B e [ |

Ele Edit Wiew Favaorikes Tools  Help

GBak - o= - (D 7t | Qsearch [GalFavorites Media ¢4 ‘ EN- S = - D8

d%ZDis%ZULife:%ZDGet%ZUFast%ZUQr%zDGO%2DBroke&courseType=ons\te&action=approvenotes&enrollType=enrullj ﬁGﬂ

Approve QOrganization Reviewer Course Request

According to your Org's training processes, please approve or deny this request. You may add
comments or an explanation of the approval/denial. Once you press the Submit button, the request
will be sent to the Training & Development Organization if the request was approved.

An e-mail will be sent to the employee informing them of the status of their request.

Course
Information:

Organization o e sHERYL

Reviewer

Course Title:  Speed is Life: Get Fast or Go Broke
Organization ﬂ
Reviewer

Motes: =l

e R -]
[&] pane [ BB Local inkranet

Figure 23— Approve Organization Reviewer Course Request screen

4 Click Ok button, confirming your action.

To deny a request.

1 Place mouse cursor over My Account on the navigation bar, select
Subordinate Info, and then select Subordinate Request from the drop-
down.

2 Inthe Organization Reviewer Request table select the Deny link (see figure
24).

Eile Edit Yiew Favarites Tools Help

A NORS - Organization Reviewer Requests - Microsoft Internet Explorer B ) [ . L

EBak - o= - () &} | @Qsearch Gravortes Gteda (F | By S oA - 8

Address I@j http://adminap4jOrganizationReviewerRequest. do j ﬁGu
Search Organization Reviewer Request . .
The table below list the requests of your organij Chck the Deny hyperhnk
Search by: clicking the appropriate link. Once you have 3
lTit\e—;[ employee enclosed with the status of theirreqf O deny an employee
request.
Enter keyword... —

Organization Reviewer Request

Employee Course pr— e—
Hame id

Begin Date  End Date

Management I/

CONRAD, Skills far First  Instructor .

e MSETS T0F Ve Pending 11/24/2003 11/24/2003 Approve Den
Supenisors

Request
us

Marketing -
COMRAD. 111 vour Training ™% pyising 07282004 o7asmona [RRIOval Level{onsite):
DENNIS e Led

=]
@ T B

Figure 24- Organization Reviewer Request Table
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3 Input Organization Reviewer Notes into the text area and click the Submit
button.

4} NORS - Organization Reviewer Request Course Enroliment - Microsoft Internet Explorer El = gl — & x|
Fle Edt Yew Favortes Iools Help |
dback + = - (D [0 & | Qoeach [Favores veda B EY- S = -2 2 B
Address |2j ceSaKey=24001&courseName=Spead%20is%20Life: %20Get % 20F ast % 200r %20G0%2Z0Er okefrourseType=onsiteaction=denynotes j 6o

=l
Deny Organization Reviewer Course Request
According to your Org's training processes, please approve or deny this request. You may add
comments or an explanation of the approval/denial. Once you press the Subrmit button, the request
will be gent to the Training & Development Organization if the request was approved.
An e-rail will be sent to the employee informing them of the status of their request.
Course
Information:
Organization e sHERYL
Reviewer
Course Title:  Speed is Life: Get Fast or Go Broke o
Organization ;I
Reviewer
Notes: =l
[&] Done [ [ [ [BELocal intranet

Figure 25— Deny Organization Reviewer Course Request screen

4 Click Ok button, confirming your action.

(Note: NORS will send an email to the employees notifying them that you have
updated the status of their request.)

Using the Site Map

The site map displays a map of all the pages available after you log into NORS.

To view the site map.

1 Click the Site Map link in upper right hand corner of the page or place the
mouse cursor over Site Info on the navigation bar and select Site Map from
drop down.
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2 Click the link of the screen you wish to view or click the Back button to

Ele Edit Wiew Favaorikes Tools  Help

0 ) ) 1 ) <

GBak - = - (@D 7t | Qsearch [GalFavorites Media ¢4 ‘ EN- S = - D8

Adiress [{€] hitp:/adminap4/SiteMap.do =] P
Home Course Info My Transcript
Search hy: Reguested Courses Course Catalog Training Histary
lﬁ Enrolled Courses Course Schedule
Title z Request New Course Offering
Enter keyword... My Account Site Info
Course Evaluations 508 Compliance
Subardinate Info NASA Privacy
Subordinate Request Site Map
Subardinate Approval Histar User's Operations Guide
Subordinate History Transcript FAQ
Organization Reviewer Request Feedhack
Update Persanal Infarmation Contact Ls

MORS Online Tutatial

MAZFA Official: CD20 | Curstor: Lisa Martin | Last Maodified: June 03, 2003

©2002 MORS All Rights Reserved | Contact Us
-]
& [ BB Local inkranet

Figure 26- Site Map

return to the previous page.

Viewing NASA'’s Privacy Statement/Disclaimer

NASA’s Privacy Statement states how NASA will use information gathered about

you from your visit to NORS. The privacy of user information is of utmost
importance to NASA.

To view NASA'’s Privacy Statement/Disclaimer.

1 Place mouse cursor over Site Info on the navigation bar and select Privacy

Statement from drop down.
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File Edit Wiew Favaorikes Tools  Help

9 ) 5 5 T =

dBack - = - ©) 7ot | @isearch [GFavarites  Eimedia 4 ‘ By S - D

Address I'.g'] http: /5137 25-nkjprivacy_ack.jsp j ﬁGu ‘ Links **

NASA Web Site Privacy Statement

This policy establishes how NASA will use information we gather about you from your visit to our
waebsite. The privacy of our customers is of utmost importance to NASA.

If you visit a NASA site...

To read or download information:

We may collect and store information for statistical purposes.  For example, we may count the number of
wigitors to the different sections of our site to help us make them more useful to visitors. Similar
information is gathered for anonymous ftp, remote account login, or for other comparable types of
connections.

To send us an email:

By sending us an electronic mail message, you may be sending us personal infarmation (.., namea,

address, e-mail address), as in an official FOIA request. We may store the name and address of the —
requester in order ta respond to the reguest or to otherwise resolve the subject matter of your e-mail

To register:

Some of our sites ask visitors who request specific infarmation to fill out a registration form. For example,
vendors looking for marketing opportunities by visiting our NASA Acquisition Internet Service sites may be
asked to "register” to obtain e-mail notices of business opportunities. Other infarmation which may be
collected at these sites through guestionnaires, feedback forms, or other means, enable us to determine a
wisitor's interests, with the goal of providing better service to our customers

We want to be very clear: regardless of the information being transmitted to NASA, we will protect all =l

Eioane T
Figure 27- NASA Privacy Statement/Disclaimer

2 After viewing, click the Back button if you wish to return to the previous
page.

Viewing the Accessibility Certification (Section 508)

The Accessibility Certification (Section 508) screen states NORS compatibility
with assistive technologies used by people with disabilities.

To view the Accessibility Certification.

1 Place mouse cursor over Site Info on the navigation bar and select 508
Compliance from drop down.
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0 ) ) 1 ) <

File Edit Wiew Favaorikes Tools  Help

dBack - = - ©) 7ot | @isearch [GFavarites  Eimedia 4 ‘ By S - D

Address [{&] hitp://513725 njaccesshilty_statement. jsp x| e ‘Lmks =

NASA Web Site Accessibility Statement

NASA Website Accessibility Statement:
The majority of pages on this website are accessible to individuals with disabilities in accordance
with Section 508 of the Rehabilitation Act. If you have accessibility problems, please let us know,

Information for Users with Visual Disahilities:

Images on our website are accompanied by altermative text describing graphics if your browser
supports the alt-text function. Documents on our website are presented in many formats. These
formats are generally accessible to users using screen reading software. Sorne filas are posted as
Adobe Acrobat PDF (Portable Document Format) files

NASA Website Disclai <
Thank you for visiting this NASA website. NASA may provide links to web pages that are not part
of the NASA web family, or nasa.gov domain. These sites are managed by organizations,
companies, or individuals not under NASA contral, and NASA is not responsible for the information
or links you may find there. NASA provides these links merely as a convenience and the presence
of these links is not NAZA endorsement of the site

[~
|1 [CourseEvaluation. jsp [ [ [BE Local intranet

Figure 28- Accessibility Statement (Section 508)

2 After viewing, click the Back button if you wish to return to the previous
page.

Viewing Frequently Asked Questions (FAQ)

The Frequently Asked Questions (FAQ) screen displays a list of frequently asked
questions by the users of NORS.

To view the Frequently Asked Questions.
1 Click the FAQ link in the upper right hand corner of the screen.
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File Edit Wiew Favorites Tools  Help

0 ) ) 1 ) <

dBack - = - ©) 7ot | @isearch [GFavarites  Eimedia 4 ‘ By S - D

Address [@] hitpi/j513725 ntjfa.fsp =] oo ‘ Links >
y NASA Online Registration System Supervisor: Jacky Davis change -~

Course Infop My Transcript My Account Site Info»

Frequently Asked Questions

What is NORS?

NORS is MASA's online registration system. NORS allows you to search, request, and enroll in
any in the course catalog. This includes courses offered at other centers. If you wish to request a
course not in the course catalog such as academic courses, conferences etc. please click here

Who do | contact for help?

Questions regarding the technical or functional aspects of NORS should be directed to our help
desk at (286) 544-HELP. Any questions regarding registration or course information should go to
your training office. Click here to view the contact information for your training office.

Is my personal Information secure?

The security of your personal information is very important to us. In our efforts to protect your
information, we use a technology called Secure Sockets Layer (S501). Your personal information
will be automatically encrypted before it is sent over the Intemet

Can | submit comments or suggestions about the site?
‘We welcome your feedback about NORS. Your comments and suggestions are needed to make
NORS a more user-friendly tool. If you wish to submit your feedback please click_here
[~
&1 Dane [ BB Local intranet

Figure 29- Frequently Asked Questions

2 After viewing, click the Back button if you wish to return to the previous
page.

Submitting Feedback

The Feedback section provides you an opportunity to express your
suggestions/comments. Your suggestions/comments will be taken into
consideration for future enhancements of NORS.

To submit your feedback.
1 Click the Feedback link in the upper right corner of the screen.
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0 ) ) 1 ) <

Ele Edit Wiew Favaorikes Tools  Help

SBack - = - G ] | Qisearch [GFavarites Media (4 ‘ EN- S = - D0
Address [ €] http/adminapysteinfoffeedhack jsp =] P

Feedback

Thanks far providing feedback about NORS -- your suggestions and comments are needed to help make NORS a mare useful tool
To receive a response from us you must enter a valid e-mail address in the field below.

If you have a technical or functional issue with NORS please contact us at (266) 544-HELP

From: LISA A MARTIN <#sa. martinfimsfc. nasa. govs
To: Marshall Space Flight Center <jiss. martin@msic. nasa. govs
Comments: =]

[&] pane [ BB Local inkranet

Figure 30- Feedback Screen

2 Enter suggestions/comments in Comments text area.
3 Click the Submit button.
4 Click the Ok button to confirm your feedback was successfully submitted.

Contacting Us

The contact page displays each center Training & Development Organization
contact information. Contact information consist of a telephone number and e-
mail address.

To view the Contact screen.
5 Click Contact Us at the bottom of the screen.
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0 ) ) 1 ) <

File Edit Wiew Favorites Tools  Help

daBack - = - &) o} | search [GFavarites  @fMedia &4 ‘ - S - P

address [&] hetp://513725-ri/Hame.jsp =] P ‘L\nks »

Training Office Message: =
Welcome to ANORS! This is

a test Training Office

message. Ron 620

Click the Contact Us
hyperlink to view the
contact information.

NASA Official: CD20 | Curstor: John Doe | Last Modified: April 24, 2002

@2002 NORS All Rights Reserved | Contact Us

Eljsnep _ _ _ _ [ B
Figure 31- Contact Us Link

6 View Contact Information.

/) Contact Info - Microsoft Internet Explorer ng‘ == x|
File Edt View Favorkes Tools  Help |
dBack = - (@ [4] | QGeach [GaFavorkes Teda H|EY- S - H D
Address |g‘| http:}513725-ntjcontact html =| P ‘ Links

Supervisor: Joe Smith Change =l
Search Contact Info
Find a Course:
Ames Research Center Dryden Flight Research Center
|Search Course by..j Training Office Department Training Office Department
(B50)-000-0000 (B61)-000-0000
Enter keyword... contact_us@mail arc.nasa.gov contact_us@dfrc.nasa.gov
Goddard Space Flight Center Johnson Space Center
Training Office Department Training Office Department
(301)-000-0000 (281)-000-0000
contact_us@gsic. nasa.gov contact_us@jsc.nasa.gov
Kennedy Space Center Langley Research Center
Training Office Departmant Training Office Departmant
[321)-000-0000 [757)-000-0000
[&1Dane [T [ Local intranet

Figure 32- Contact Info Screen

Generating a Training History Transcript

You can view courses and other training in which you have completed. NORS
generates a printer friendly training history transcript listing the course id, course
title, date completed, on-duty hours, off-duty hours, grade, and vendor.
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To generate a training history transcript.
1 Click My Transcript from the navigation bar

2 On the Training History Transcript screen, select a Start Date and End
Date.

B9 ) 0 5 0 )

Fle Edt Vew Favortes Tools Help |
dback + = - (D[] A | @Qoeach GFavortes vedn B EN- S = -2 9 8

Address |’g‘] http:/fadminapamytranscript /My Transcript. jsp ﬂ PG
—

Training History Transcript
The Training History Transcript displays your training history for a specified date range. Once you
select a date range and click the "Create Report” button the system will generate a printer-friendly
report containing your training history

*Start Date 06/05/2003 MM/DDYYYY
*End Date 06/05/2003 MM/DDYYYY

Create Report

HASA Official: CD20 | Curstor: Lisa Martin | Last Madified: June 03, 2003

@2003 NORS All Rights Reserved | Contact Us

(@ mascrptichedd; [T [ PRt
Figure 33- Training History Transcript Screen

3 Click the Create Report button to generate your Training History
Transcript.

3 NORS - Training History Report - Microsoft Internet Explorer El

File Edt Wiew Favorites Tools Help

daback + = - (D [0 & | Qoeach [Favortes veda B EY- S = - 2 9 8

Adiress [&] hitp:fadminspsTraningHistory.do ] Pw

NASA Online Registration System =l

Training History Transcript

Full Name: LI W/ | Begin Date:
Course Tiile Course [D Date Completed On-Duty Off Duty Grade Nendor
AdminSTAR Training ABTAR 05/20/2003 8 &
AdminSTAR 6.3 Training ABTARED 04/09/2003 16 B |
Aecess 97, Advanced Ab 03/07,/2003 B
Anti-Deficiency Act ADA 03/04/2003 B
Anti-Deficiency Act ADA 03/0372003 A
Anti-Deficiency Act ADA 02/28/2003 A
Anti-Deficiency Act ADA 02/27/2003 B
Anti-Deficiency Act ADA 02/26/2003 A
Anti-Deficiency Act ADA O2/25/2003 &
4 I» ILI
Ern T T | Beamee

Figure 34- Training History Transcript
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4 You may print your Training History Transcript using your browsers print
function. For best results set page layout to Landscape.

Creating Subordinate Approval History report

As a supervisor/ NASA sponsor, NORS provide you with the capability to create
a printer friendly Subordinate Approval History Report. You view your approval
history for an individual or all your subordinates.

To create subordinate approval history report

1 Place mouse cursor over My Account on the navigation bar, select

Subordinate Info, and then select Subordinate Approval History from the
drop-down.

2 Select Subordinate Name and Request Status.

3 Note: To view approval history for all subordinates, select All from the drop
down. (see figure 35).

A NORS - Subordinate Approval History - Microsoft Internet Explorer: B8 ) 0 [ 0 . L <
File Edt Wiew Favortes Tools Help |ﬁ
dback -~ = - (D[] A | Boeach [HFavortes veda (B EY- S E -2 9 B
Address I’—ej http:/fadminap4/SubordinateApprov alHistoryR epartInit, do ﬂ @Gu
@ NORS Help | Site Map | FAG | Feedback | Log Out home
NASA Online Registration System Hel IO LISA
Supervisor: LISA A MARTIN change

Home Course Info) My Transcript My Account Site Info»

Subordinate Approval History Report

The Subordinate Approval History Transcript allows you to view all the subordinate requests you
have appraved

Subordinate: °TD see this report, select a Subordinate and click the "Create
Report" button to run your report

Request Status: All -

H
] CTT Eweelmbene

Figure 35- Subordinate Approval History Screen

4 Click the Create Report button.
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Ele Edit Wiew Favaorikes Tools  Help

/A NORS - Subordinate Approval History Transcript - Microsoft Internek Explorer B e [ |

SBack - = - G a4 | Qisearch [GFavarites Media (4 ‘ EN- S A - D8
Address |£g'] http:/fadminap4iSubordinateAppravalHistoryRepart . do j o

NASA Online Registration System

Subordinate Approval History Report

Subordinate Name:

Course ID Course Title BeginDate End Date Status Date  Siatus Justifications
200B1%9003  High Involvement M anagement 09/07/72004  0907/2004 06/03/2003  Approved  dsfg
2008199003 High Involvement Management. 09/07/2004  09/07/2004  06/05/2003  Approved  sadf b
2008199003 High Involvement Management. 09/07/2004  09/07/2004 06/06/2003  Approved test
7207004301 (KEC) Hanger AF Walkdown 091172003 0971172003 06092003 Approved T0 Suppott my new work
Recerification assignment duties
BIBVO7S001  Buccessfl Communication 09/17/2004  09/17/2004  06/07/2003  Approved  test
2307153033 Business Process Quality 08/12/2004  08/18/2004 06/04/2003  Approved ok
Improvement
880W118101  Speedis Life: Get Fast or Go Broke 0671872004 06/18/2004 06/04/2003  Approved ok
ADMO033 First AICPR 05/12/2004  03/12/2004  06A03/2003  Approved no
4 |» ILI
@ pone T [ PRt

Figure 36- Subordinate Approval History Report

5 You may print your subordinate approval history report using your browsers’
print function. For best results, set page layout to Landscape.

Generating a Subordinate History Transcript

As a supervisor/NASA sponsor you can view any of your subordinates completed
training history. NORS generates a printer friendly transcript listing the course id,
course title, date completed, on-duty hours, off-duty hours, grade, and vendor.

To generate a subordinate history transcript.

1 Place mouse cursor over My Account on the navigation bar, select
Subordinate Info, and then select Subordinate Training History
Transcript from the drop-down.

2 On the Subordinate History Transcript screen, select a Subordinate, Start
Date and End Date.
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ZJNORS - Subordinate History Transcript - Microsoft Internet Explorer

Ele Edit Wiew Favaorikes Tools  Help

SBack - = - G ] | Qisearch [GFavarites Media (4 ‘ EN- S = - D0
Address |£g'] http:/fadminap4iSubordinateTrainingHistoryInit. do j o

@ NO RS Help | Site Map | FAQ | Feedback | Log Out home
NASA Online Registration System Hel IO LISA

Supervisor: LISA A MARTIN change
Home Course Info) My Transcript My Account» Site Info»

(=] _|IEI5I

Subordinate History Transcript

The Training History Report displays your training history for a specified date range. Once you select
a date range and click the "Create Report” button the system will generate a printer-friendly report
containing your training history

Subordinate:

°Tn view this report, select a Subordinate and click the "Create
Report” button to run your report

“Start Date:  [06/26/2003 MM/DD/YYYY
"End Date 06/26/2003 MM/DDAYYYY

5
& [ BB Local inkranet

Figure 37- Subordinate History Transcript Screen

3 Click the Create Report button to generate transcript.

ZJ NORS - Subordinate Training History Transcript - Microsoft Internet Explorer El gl — & x|

File Edt Wiew Favorites Tools Help

daback + = - (D [0 & | Qoeach [Favortes veda B EY- S = - 2 9 8

Agess [ ] https fadminsp{subordinatsTrainingHstory.do x| s

NASA Online Registration System =l

Subordinate History Transcript

Full Name: MARTIN Begin Date:
Course Tiile Course [D Date Completed On-Duty Off Duty Grade Nendor
AdminSTAR Training ABTAR 05/20/2003 8 &
AdminSTAR 6.3 Training ABTARED 04/09/2003 16 B |
Aecess 97, Advanced Ab 03/07,/2003 B
Anti-Deficiency Act ADA 03/04/2003 B
Anti-Deficiency Act ADA 03/0372003 A
Anti-Deficiency Act ADA 02/28/2003 A
Anti-Deficiency Act ADA 02/27/2003 B
Anti-Deficiency Act ADA 02/26/2003 A
Anti-Deficiency Act ADA O2/25/2003 &
4 I» ILI
Ern T T | Beamee

Figure 38- Subordinate History Transcript

4 You may print your Subordinate History Transcript using your browsers
print function. For best results set page layout to Landscape.
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Viewing Personal Information

The Personal info screen allows you to view part of your personal information

that in the NORS database. Many of the fields on this screen can be

edited/updated at the (SSO) Single Single-On screen. You can however change

your supervisor/NASA sponsor by following the steps below.

To change your supervisor/NASA sponsor

1 Place mouse cursor over My Account on the navigation bar and select View

Personal Info from the drop-down or click the change hyperlink next to your

supervisor/NASA sponsor’s name.

2 Select your Supervisor’s Organization from the drop-down. (Note: NORS
will dynamically populate the Supervisor field base on the Supervisor

Organization selected.)
3 Select the your Supervisor.

(Note: All your pending course requesting in the Requested Course table will
be move to your new Supervisor/NASA sponsor for approval.)

4 Click the Submit button.

3 NORS - View Personal Information - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

BB |1 5 3 _||i|z|

dback + = - (D [0 & | Qoeach [Favores veda B EY- S = -2 2 B

Adiress [&] hitp:/fadminsp4jGetPersonallnfo.do

j @Go

View Personal Info

User Infoermation:

B

To change your Supenisor select the organization of your Superdsor from the field below. At that
oint NORS will dynamically populate the Superdsor field based on the organization selected.
h your Superisar and click the submit button below.

Reviewer

Full Mame: LISA A MARTIN
Organization: PLANS & SYSTEMS ANALYSIS OFC

E-mail Address: lisa.martin@msfc.nasa.gov

Work Phone Number: (256 ) 544 - 4374

Center: MSFC

gt‘g::"'fa“t:m [MSFC-CODZ | FLANS & SYSTEMS ANALYSIS OFC =l
Supenisor: [Lisa AMARTIN =l

Organization LISA A MARTIN

[

]

[ [ [ [BELocal intranet

Figure 39- View Personal Info Screen

5 On the confirmation screen , click the Ok button confirming the change of

your supervisor/NASA sponsor change.

User Operation Guide

37



NASA On-line Registration System

User Operation Guide

3 NORS- Update Personal Information - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

GBak - o= - (D 7t | Qsearch [GalFavorites Media ¢4 ‘ EN- S A - D8

Adiress [{&] hitp:/adminap4jUpdatePersonallnfo.da

Update Personal Information

Here is the new information stored in your records

User Information:

Full Mame LISA A MARTIN

Organization: PLANS & SYSTEMS ANALYSIS OFC
E-rnail Address lisa.martin@msfe.nasa.gov

Waork Phone Number. {256 ) 544 - 4374

Center: MSFC

gfgj;‘{‘;;{m PLANS & SYSTEMS AMALYSIS OFC
Supervisar: LIZA A MARTIN

Organization Reviewer: LISA A MARTIN

&) Done

=l
T B

Figure 40- View Personal Info Confirmation Screen
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APPENDIX A

(Training & Development Organization Contact Info)

Ames Research Center
Training & Development Organization
(650)-604-0584

Glenn Research Center
Training & Development Organization
(216)-433-2991

NASA Headquarters
Training & Development Organization
(301)-286-0033

Kennedy Space Center
Training & Development Organization
(321)-867-2081

Marshall Space Flight Center
Training & Development Organization
(256)-544-7834

User Operation Guide

Dryden Flight Research Center
Training & Development Organization
(661)-276-2501

Goddard Space Flight Center
Training & Development Organization
(301)-286-0033

Johnson Space Flight Center
Training & Development Organization
(281)-483-3067

Langley Research Center
Training & Development Organization
(757)-864-2585

Stennis Space Center
Training & Development Organization
(228)-688-1759
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