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Log In
Qverview

A STARS ID andPasswordwere assigned to your agendyis uniqudogin isused to
access the Training Registration program

Walk -through

Openthe InternetExplorer browser

In the address line, typhttp://stars.bscdhs.org/

Press the Enter keY.ou are now in the STARS weite.

SelectlLocal Districts, Online Applications, STARS Registration The STARS
login saeen appears:

PwpdPE

ety — S
\ \

«Repect 7 ~
.lwlD' . - £ LM )
y % . »“. ? P
‘ | b " Statewide Training Automated
i B | A Registration System

Stars ID: ||
Password:

T

5. Inthe STARS login screennter theSTARS ID andPasswordassignd to your
agency.

6. Click theLogin button The STARS Main Menu appesaacross the top of the
page.

New York State Office "JL"CDHS

of Children & Family Services Ol

Home | State Training | Local Training | Data Maintenance | Reports | SITTS | Logoff

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Updating Agency Information

Overview

The Agencymenuoption allows you to update agency information, includimeagency

name, address, phone numbaad primary contact. The name of the Staff Development
Coordinator should be selected as primary contact in the agency prefilail E

notifications, such as training announcements and SDC memaos, are sent to this individual
(provided a valid enail addresss entered in the personnel profile).

Walk -through

1. Inthe STARS Main Menu, seleDiata Maintenance> Agency. The Agency
Maintenance screen appears similar to the following:

Name: |Cn|umbia County DSS

Address: |25 Railroad Ave, P O Box 458

City- Hudson -

Zip Code: 12534-0000

Phone: (|51 ) |a28 -|9411

Phone Ext: ’T

Fax: (|518 ) |a28 - |5401

Primarv Contact: | Richards, Judith -
Ex

2. Make changes to the agency information as necessary:

1 For example, if the dite has moved to a new address, update the address
information in STARS. This will ensure that information, such agnaieing
reading material, ships to the correct location.

1 Use he Primary Contact fieltb designate th&TARS Staff Development
Coordnator, or person responsible for receivingrail training
announcements armnfirmationmemos. This person must have a vald e
mail address entered in his/her STARS personnel profile.

3. When you have finished updatitige agency information, click th8ave button

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Review Your AgencyJob Titles

Overview

TheJob Title menu option is used to set up and maintain a listing ofdefared job

titles to be assigned to staécords A job title in STARS is defined as the name of a
per sonb6s e mpr, forexamplet aagewoskerBefore adding a new staff
person into STARS, you should verify that his/her job title is part of the job title listing

Walk -through

1. Inthe STARS Main MentwselectData Maintenance> Job Title. TheJob Title
Maintenancescreen appears similar to the following:

m

Some words may have

beenabbreviated. Please
Accountant check in an effort to avoid Scroll bar
entering duplicate records

Account Clerk

Administrative Assistant2

Ass't% st

Assistant Social Services

Assistant to Commissioner
Attorney [(Part Time)

Attorneye

| EditJobTitle | AddJob Title |

Job Title: |Accuunt Clerk | |

2. Verify whether all job titles are included in the job title listibg,scrolling down
through the listingwhich is sorted alphabetically.
a. If ajob title is not listed, clickhe Add Job Title tab, enter thgob title and
click the Add button
b. If ajobtitle is incorrect or misspellegdgelect thgob title, dick the Edit Job
Title tab, makethenecessargorrectionsand clickthe Savebutton

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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c. To delete a job titleselect thgob title, click theEdit Job Title tab, click the
Deletebutton and therthe OK buttonto confirm.Note: The Deleteoption is
to be used only if b title was added in error. If theb title is assigned to an
employee, the record cannot be deleted.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Review Your Agency Job Units

Overview

TheJob Unit menu option is used to set up and maintain a listing ofdefared job

units to be assigned to staficords A job unit in STARS is defined as the organizational
component to whicktaff isassigned, for example GPSUnit. Before adling a new staff
person into STARS, you should verify that his/her job unit is part of the job unit listing

Walk -through

1. Inthe STARS Main Menu, selebata Maintenance> Job Unit. The Job Unit
Maintenance screen appears similar to the following:

Administration

m

Adult Protective

Adult Services

Adult Services / Child Welfare
CPS

CPS/Preventive

cw

Data Entry

Edit Job Unit | Add Job Unit

Job Unit:  |Administration

2. Verify whether all job units arencluded in the job unit listingy scrolling down
through the listingwhich is sorted alphabetically.
a. If ajobunitis not listed, clickhe Add Job Unit tab, enter thgob unit, and
click the Add button
b. If ajobunitis incorrect or misspelled, select fjod unit, click the Edit Job
Unit tab makethenecessargorrectionsand clickthe Savebutton

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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c. To delete a job unit, select it, clithe Edit Job Unit tab,click theDelete
button and therthe OK buttonto confirm.Note: The Deleteoption is to be
usedonly if ajob unit was added in error. If theb unit is assigned to an
employee, the record cannot be deleted.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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ReviewYour Personnel

Overview

A staff persormust be entered into STARS befdre/shecan be registed for state
sponsored trainindgzurthermore, online trainings requlbethemail address and User ID
(LDAP account)ThePersonnelmenu option allows you tenter personnel information,
which includes, but is not limited to the following: namenail addess, user ID, active
status, job title, job unit, job type, date hired, and functional dit@a option also allows
you to edit personnel records.g.T Whena worker leaves your agency, you should set
the personnel record to inactive

Walk -through

1. Inthe STARS Main MenuwselectData Maintenance> Personnel The
Personnel Search screen appears similar to the following:

Search By Last Name: ||
["Inchude Inactive Personnel

o B = A
| Add | } Edit

2. Click thelnclude Inactive Personnelcheck box.

3. Verify whether a staff member is part of the personnel listmtheSearch by
Last Namefield, enter at least the firgwvo letters of thep e r slashnanseand
click the Searchbutton The grid will fill with staff whose last nameginswith
the lettersyou enteredTo illustrate:

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Search By Last Name: |ru

V| Inchude Inactive Personnel
Last Name: Ruiz b
Ruiz, Carmen First Name: Carmen
[ Middle Initial:
| Russell, Lynne M Address: PO Box 769
‘ City: (Not Defined)
| Rutkey, Gloria Postal Code: 12534-0000
; Pnone: (518) 755-6875 =
| Rutkey jr., John M Degree/Major:
[ Degree Description:
Date Hired: 3/21/2002
Job Change Date: 3/21/2002
Job Type: Direct Child Care Worker

Job Title: Accountant

Job Change: Resigned

Unit: Management Information Systems Unit
Notes:

UserID:
Functional Area 1: Day Care
Functional Area 1%: 100.00

Fimertinnal Area 2+ Dav Care

1 If the name is found, select it and click teit button Thepersonnel form
appears filled in:

Status: © Active @ In-Active * Job Type: Direct Child Care Worker -*
Sahtation: (Mone) - Date Hired: W E*

First Name: [Carmen r Job Change: Resigned -

Middle Initial: [ Job Change Date: 3/21/2002  |[@*

Last Name: [Ruiz g Supervisor: Please Select -

Gender: O Male @ Female * Staff Type: © Employee  © Other *

Address: |PO Box 769 ) Student 2 Foster Parent

City: (Not Defined) - Is A Supervisor: [ Supervisor

Zip Code: [12534-0000 Trainer: [C] Trainer

Phone: (’W) W— 6875 Eat l— CPS: [C1CPS Supervisor []CPS On Call Supervisor
DegreeMajor: Please Select - Functional Area 1: Day Care ~[*[100 %
Degree Dcscriptiorj.‘| Functional Area 2: | Day Care - ’0—%
Emai: | Functional Area 3: Day Care - ’0—%
Job Title: Accountant - Notes: |

Job Unit: Management Information Systems ~ [ User ID: |

"= seqied “sove [l Concel

Review the accuraoyf the information in the personnel foendmake
changess needed. For example, if the person no longer works for the agency,
select the status ofdActive, select the Job Changesasonand select the Job
Change DateClick theSavebuttonto save the changéor click theCancel
button to leave the form without saving changes

1 If the name is not listed, clidke Add button The personnel form appears.
Red asterisks indicate ngiged fields:

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Status: ® Active O In-Active * Job Type: Caseworker/CaseMgr/SocialWork = [*
Sahtation: (Mone) - Date Hired: 8/1/2011 B

First Name: | * Job Change: - [*

Middle Initial [

Last Name: | d Supervisor: Please Select -

Gender (O Male © Female * Staff Type: © Employee ) Other

Address: | 0 Student ) Foster Parent

City: (Mot Defined) - Is A Supervisor:  [] Supervisor

Zip Code: r Trainer: IZ| Trainer

Phone: (l—) l—— ’—Ext: l— CPSs: [CICPS Supervisor [ CPS On Call Supervisor
DegreeMajor: Please Select - Functional Area 1: | Services / Other - [100 %
Degree Description| Functional Area 2: | Services / Other - ’0—%
Email | Functional Area 3:|Services / Other o %
Job Title: Account Clerk vE Notes: |

Job Unit: Administration vE User ID: |

"o  Suomic [ Conol_

Fill in the form, making sure to use the drdpwn fields vhere applicable.
Click the Submit buttonwhen the form is complete.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org

© 2011 Research Foundation of SUNY/BSC/CDHS



STARS. ocal Quick Start Pagel0

Review Your Local Training Sites

Overview

TheLocal Training Site menu option is used to set up and maintalisting of local
training sites. A training site must be part of the training site listing in STARS before it
can be assigned to local training.

Walk -through

1. Inthe STARS Main Menu, seleDiata Maintenance> Local Training Site. The
Local Training Ste listingappearsimilar to the following:

m »

Abbott House 100 MNorth Broadway

Academy of the Holy Names 1075 New Scotland Ave.
Adirondack Community College Bay RoadZz

Albany - Hilton Garden Inn 800 Albany Shaker Road
Albany County Dept. of Health South Ferry and Green Street t
Albany County D55 112 State Street e

Albany VAMC 112 Holland Avenue

Astor Home for Child 13 Mount Carmel Pl.

Edit Training Site Add Training Site N

Name: |Abbntt House r m

Address: |1EJEJ Morth Broadway t

City, County, State, Region: ||ru-ingmn, Westchester, MY (5) f
Zip Code: 10533-0000 i

Phone: (|914 ) |591 -|7300 Ext: |

Fax: (jooo ) fooo - |oooo

Contact Name: |

Directions:

* = required

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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2. Verify whether a local training site is part dktlocal training site listing by
scrolling down through the listing, which is sorted alphabetically.

1
below. To illustrate:

If the local training site is found, selectlits detils are displayed in the tab

Abbott House

Academy of the Holy Names
Albany - Hilton Garden Inn
Albany County Dept. of Health
Albany County DSS

Albany VAMC

Astor Home for Child

Astor Home for Child

Edit Training Site

»

m

100 Morth Broadway

Scroll bar

1075 New Scotland Ave.

200 Albany Shaker Road
South Ferry and Green Street t
112 State Street e

112 Holland Avenue

13 Mount Carmel PL

30 Benner Road

' Add Training Site '

Name: |Astor Home for Child F | | save
Address: 113 Mount Carmel Pl F
City, County, State, Region: |F'c|ugh|-<eepsie, Dutchess, MY () F
Zip Code: 112601-0000 i
Phone: (914 ) |a52 - 4310 Est: |
Fax: (Jooo ) Jooo - |oooo
Contact Name: |.J|:|hn Viggiani
Directions:
== required
Review the accuracy of the information in the training site form and make
changes as needed. Click avebutton to save the changes.
1 If the locl training site is not listedlick the Add Trainin g Sitetab The

form appears as follows:

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Edit Training Site ] Add Training Site

Name:

Address:

|

|

City, County, State, Region: |

Zip Code: |

Phone: (| ) | - | Ext: |

Fax O]
|

Contact Name:

Directions:

* = required

Enter thdocal training site information and theho& the Add button

1 To delete a local training site, select it, click Bt Training Site tab, click
the Deletebutton, and then th®K button to confirmNote: TheDelete
option is to be used only if a local training site was added in error. If the
training site is assigned to local training, the record cannot be deleted.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Registkring Participants for State SponsoredTraining

Overview

TheNomination for State Training menu options used to nominate staff for State
sponsored training that is Open for Nominatidhe order in which you nominate staff
determines the priority ranking.

Walk -through

1. Inthe STARS Main MentselectState Training > Nominate for State
Training . Filters appear which are used to narrow the searchgesmitilar to
the following:

From 8/1/2011 'N‘o Déia To C‘)i‘splay - élii:k On "Apply"‘ To Dispiay fraiﬁings

To| 11/1/2011

v
v
Provider| (Al Providers) [+
Content[ (Al Content) =]

Type| (All Training Types) [=]
Tile|

(Leave blank for all)

[T Region1 (V] Region 4
[T Region2 [ Regions
[CIRegions [ Regions

2. Apply the filters.

1 The default From and To st tiredanonttmat e
ahead. Using the dregiown calendars, yocanadust the start date range.

Only trainings that have a start date between the dates you specify will be
filtered.

1 All Providers are selected by default. Using the Provider-dayen field, you
canselect the training provider that is offering the trairfimgwhich you want
to nominate staff.

1 All Content is selected by default. If you know the course content of the
training for which you want to nominate staff, yoanselect it using the
Course Content dregown field.

1 All Training Types are selected bigfault. Usng the Training Type drop
downfield, you canselect the type of training for which you want to nominate
staff.

1 The Title search field allws you to enter part of or all of the training title.
Only training titleswhich contain the characteysu entered will be filtered.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org

© 2011 Research Foundation of SUNY/BSC/CDHS
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f  The region in which your agency resides is selected by default. If you wish to
view training in a neighboring region, click the appropriate check box.
3. Click the Apply button Trainings are sorted lyaining title andstart date.
4. Select the training title for which you want to register staff.
1 If you wantto view the training announcement, click tlieew
Announcementbutton.The training announcement appears in a new window,
similar to the following:

@ AnnouncePopup - Microsoft Internet Explorer provided by CDHS

Training Announcement

STARS Training Conference

Provider

SUC Buffalo - CDHS

Date & Time Location Registration

Deadline
Adams Mark - Buffalo
114152011 Adams Mark - Buffalo 120 Church 11/01/2011 120 Church Street,
5:004M to 4:00PM Street, Buffalo 14202-0000 Buffalo 14202-0000
Phone: (716) 845-5100

Course Description

Overview of STARS

Training Description

Same as Course Description

Training Coordinators

None
Svstems Microcomputer
re-registration Required

Yes

Mileage & Hotel

Training Fees

Local District, ACS and HRA staff will he
charged Training fees

Done 0 Internet | Protected Mode: Off

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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To close the trainigannouncementlick the X in the upper right corner. The
Nominate for State Training screen returns.

1 If you wantto view thetrainingdetails, click thelraining Details button.
The taining details appear in a new window, similar to the following:

@ Untitled Page - Microsoft Internet Explorer provided by CDHS E=REEE
|§, http://stars.bsc-cdhs.org/Local Test/TrainingDetails.aspx!TrainingID=192189 | k3 ‘
Printable Version -
|| I
Il Course Name STARS Training
Training Title STARS Training Conference
Start Date Mowv 15, 2011 £
End Date Mowv 15, 2011
Deadline Date MNow 01, 2011
i Training Start Time 5:004M
Training End Time 4:00PM
| Course Content Systems Microcomputer | 5
I Course Type Corference
| |Course Description Overview of STARS
| | Target Population Training Coordinators
! PreRequisites MNone
Grant Description LDSTOG
i |Max Trainees 100
Min Trainees 10
| Registered 0
Il | Total Offerings 1
OHRD Course Yes
Training Site Hame Adams Mark - Buffalo
Training Address 120 Church Street
Training City Buffalo |
Training fip 14202-0000
Training Phone {716) 845-5100 I
Training Fax (716) 845-5377
Training Contact Suzie Fiere
1 FROM ROCHESTER, SYRACUSE, AND ALBANY AREAS:
Travel Route 50 West to Exit 53 (Downtown Buffala). Once you pass through
the South Oaden Street toll bamier at the base of the exit. vou will be traveling o
Done &) Internet | Protected Mode: Off ¥ v H100% -

To closethe training details;lick the X in the upper right cornefhe
Nominate for State Training screen returns.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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5. Click theNominate button Note If training is multipart, a message will indicate
all parts for which the nominee will be registered.
1 IFTHE NUMBER OF ACIVE STAFF IN YOUR AENCY ISLESS THAN

400

A listing of active staff appears, sorted alphabetically by last name, similar

to the following:

Training Name:  STARS Training Conference
Training Site:  Adams Mark - Buffalo
Training Address: 120 Church Street
From: 11/15/2011 To: 11/15/2011 Start Time: 9:004AM End Time: 4:00PM

Last Name:

>

Amerling, Deborah

Anderson, Pamela ]

Antonelli, Danielle L

Arp, Lindsay

Arto-Winch, Meredith

Austin, Patricia M

Baccaro, Jason W

- Baer, Willow

J|0O0O00O0OEIE

Click the check box next to the name of each person you want to register.
If notes are regested by the provider, click inside tNetesfield and type
in the requested informatioio illustrate:

Bigelow, Stacy E [
Blake, Kim E Motes go here
Bridy, Frances [

Click the Submit button If the training does not offer lodging, you will be
taken to a screen which indicates that the person was successfully
registered. At that time, if you want to register more staff for the training,
click the hyperlink labelelick here to register more people for this
training If the training offers lodging reimbursemetite lodging
information screen appears similar be below example

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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r]'his training offers lodging. If lodging is necessary, please update the lodging options below. |

Training Name: STARS Training Conference
Training Site: Adams Mark - Buffalo
From: 11/15/2011 Start Time:  9:004AM
To: 11/15/2011 End Time:  4:00PM

Blake, Kim E 11/15/2011 |11/15/2011 |Commuter | E

For Triple or Quadruple rooms, please indicate desired roommates in the notes section.
See step # 6 for further instructions.

1 IETHE NUMBER OF ACIVE STAFF IN YOUR AENCY 13400 OR

MORE:
i. Enter at | east the first | etter of
Searchbutton The grid will fill with staff whose lashame begins with

the letters you entered.

Training Name: STARS Training Conference
Training Site: Adams Mark - Buffalo
Training Address: 120 Church Street
From: 11/15/2011 To: 11/15/2011  Start Time: 9:00AM End Time:  4:00PM

Last Name: Iahem Search| Or Select Group:  Abrams - Delpriore 9

Job Title

Ahern, Cathy E SR SWE 0

[ Continue Registering ] [ Finished Registering

This is a conference. Please remember to make
workshop choices for all sessions through Update
Nominations for each person you register!

ii. Click the check box next to the name of the person you want to retfister.
notes are requested by the provider, click inside the Notes field and type in
the requested information.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org

© 2011 Research Foundation of SUNY/BSC/CDHS
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Ahern, Cathy E SR SWE 1 Motes for Cathy E Ahemn

iii. Click theContinue Regisering buttonif you want to continue registering
staff and repeat the last two steps. When you are finished selecting names,
click theFinished Registeringbutton. When lodging reimbursement is
offered, the lodging information screen appears similar téollwving:

This training offers lodging. If lodging is necessary, please update the lodging options below. I

Training Name: STARS Training Conference
Training Site: Adams Mark - Buffalo
From: 11/15/2011 Start Time:  9:004M
To: 11/15/2011 End Time:  4:00PM

Ahern, Cathy E 11/15/2011 |11/15/2011 Commuter ] [
-Bach,JiI[M 11/15/2011 |11/15/2011 Commuter [ [

For Triple or Quadruple rooms, please indicate desired roommates in the notes section.

6. If the training offers lodging, update the lodging options for each registrant:
1 To update the arrival date:
Click the Arrival Date field next to the name of the person and enter
the new arrival date using the format of MM/DD/YYYY.
1 To updateghe room type:
a) Click the Room Type field in the row which contains the trainee name.
b) Using the dropdown, select one of the following options: Commuter,
Single, Double, Triple, or Quadruple.
1 To update the roommate:
If the Room Type is Double, Triple, Quadruple, and roommates are
available, select the desired roontenasing the Roommate drajown
in the row which contains the trainee name.
1 To indicatespecial needsuch asandicapandsmoking
Click the corresponding check boxthe row which containthe
trainee name
1 The Notes field can be used to type infation regarding special need®
update the trainee notes
a) Select the trainee
b) Scroll to the right andlick theNotesfield.
c) Enter the Notes.
1 Click the Savebuttonto save the lodging inforntian. If training offers meals
and/or workshops, a pagp message will appear indicating that selections
should be made via the Update Nominations menu ofilick the OK

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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button on this messagé.you wish to register more staff for the training, click
on the corresponding hyperlink.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Updating Nominations

Overview

TheUpdate Nominations menu option is used to cancel a nomination, update trainee
notes,adjust priority rankingand make real and/or workshop selections. These changes
can be made up todays before the training start date, regardless of the training
registration deadline date. From 4 days before the training start date, until the training
start dateit will become necessary to call the training provider in order to make these
updates.

Walk-through

1. Inthe STARS Main MenwselectState Training > Update Nominations The
Update Nominations screen appears similar to the following:

Training Title Training Site Start Date End Date | Deadline Date

Performance Evaluations: o
Feedback without the Bite TrainingSpace.org located at: 08/23/2011 |08/23/2011 08/09/2011

I_
r
r
r

STARS Training Conference Adams Mark - Buffalo 11/15/2011 |11/15/2011 11/01/2011

SERICEL M nining

Select the training title for which you wantupdatenominations
Click the Select Training button The Uodate Nominations screen appears similar

to the following. Note: The Meals and Workshop buttons only display when meal
and workshop options are offered.

w N

STARS Technical Support
Ph: (800) 413-3210
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—

[ |Bach, it m

TTW Mominated al 0of 2

Use the Back button to return to
the listing of trainings for which
nominations may be updated.

ll

I | b
[ Weas Workehop

To cancel a nomination, doubdiick the trainee name. This will change the
trainee status frorNomnatedto User Cancelledand vice versa).
To update trainee notes:

a. Select the trainee.

b. Click the Edit Notes button

c. Enter the notes.

d. Click the Submit button The notes you entered will appear in the
Notes field.

To adjust priority ranking:

a. Click the Priaity field in the row which contains the trainee name and
enterthe priority number

b. Click the Save Prioritiesbutton

To make meal selections:

a. Select the trainee.

b. Click the Meals button

c. Select the day using the Meal Day didgwvn and select the meal(s)
using the corresponding dramwn(s).

d. Repeat these steps for all training days. When finished, tble&ave
buttonand then th&ack button Note: Meal options are only
available when the training provider offers them as part of the event.
For examplea conference may include meal options.

To make workshop selectians

a. Select the trainee.

b. Click the Workshops button

c. Select the session using the Session dfown and select the
workshopchoices usirg the corresponding dregiowns

d. Repeat these steps falf trainingsessionsClick the Donebutton
when finished making selectiorsote: Workshop selections are only
available when the event is a conference.

STARS Technical Support
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Updating Lodging (if offered)

Overview

TheUpdate Lodgings menu option is used tgpdatdodginginformation, such athe
arrival date, room type, roommaspecial needgndnotes Once the training

registration deadline date has passed, it will become necessary to call the training
provider in order to make these changes.

Walk -through

1. Inthe STARS Main Menu, selec®tate Training > Update Lodgings The
Update Lodgings screen appears similar to the following:

Training Title Start Date End Date Deadline Date
p test with lodaing 08/24/2011 08/24/2011 08/10/2011
STARS Training Conference 11/15/2011 11/15/2011 11/01/2011

[ Select TrainingJ

2. Select thdraining title for which you want to update lodging options.
3. Click the Select Training button The Update Lodgings screen appesimilar to
the following:

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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IThis training offers lodging. If lodging is necessary, please update the lodging options below.

Training Name: STARS Training Conference
Training Site: Adams Mark - Buffalo

From: 11/15/2011 Start Time:  9:004AM

Baer, Willow 11/14/2011 |11/15/2011 Double Bigelow, Stacy E
Bigelow, Stacy E 11/14/2011 |11/15/2011 Double Baer, Willow =
Blake, Kim E 11/14/2011 |11/15/2011 Double ] ]

=]
1=

< m

For Triple or Quadruple rooms, pl indicate desired r in the notes section.

4. Update lodging options as necessary:
1 Toupdate the arrival date:
Click the Arrival Date field next to the name of the persamd enter
the new arrival date using the format of MM/DD/YYYY.
1 To update the room type:
a. Click the Room Typefield in the row which contains the trainee
name.
b. Using the dropdown, select one of the following options: Commuter,
Single, Double, Triple, or Quadruple.
1 To update the roommate:
a. Click theRoommatefield in the row which contains the trainee
name.
b. Using the dropdown, select the roommate.
T To indicate special needs such as handicap and smoking:
Click the corresponding check box in the row which contains the
trainee name.
1 To update the trainee notes:
a. Select the trainee
b. Scroll to the right and wk theNotesfield.
c. Enter the notes.
5. Click theSavebutton A pop-up message indicates that the changes have been
successfully saved.
6. Click theOK buttonon this message

STARS Technical Support
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Viewing Confirmation Memos

Overview

The Confirmations menu option is usedview and print confirmation memaoghis
option is useful when the email confirmation memo is deleted and another copy is
neededConfirmation memos for open enroliment events are emailed after the
registration deadline dater within 24 hours of when theaining provider has accepted
the trainee

Walk -through

View memos

1. Inthe STARS Main Menu, seleState Training > Confirmations. The View
Confirmation/Rejection/SDC Memos screen appears similar to the following:

t':]fg;ga"ce Evaluations: Feedback without| 0o 735011| 9.00AM | 08/23/2011 08/09/2011| TrainingSpace org located at:

{ Select Training ]

2. Select the training for which yomant to view confirmations.
3. Click theSelect Training button. Names of nominees and their statuses display in
the grid similar to the following:

STARS Technical Support
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View Confirmation/Rejection/’SDC Memos

Training Name: Performance Evaluations: Feedback without the Bite
Training Site: TrainingSpace.org located at:
Training Address: TrainingSpace.org

From: 8/23/2011 Start Time: 9:004AM
To: 8/23/2011 End Time: 4:00PM

Teresa Fagan Columbia County DSS Accepted
Hugh Grant Columbia County DSS Accepted
Lucinda Mackay Columbia County DSS Accepted
Elaine Scull Columbia County DSS Accepted

[ Preview Selected ] [ Preview All ] [ SDC Memo ]

1 Click thePreview Selectedutton to view a memo for a selected individual
nominee.

1 Click thePreview All button to view memos for all listed nominees.

1 Click theSDC Memobutton to view the Staff Development Coordinator
Memo listing the names of accepted and rejected nominees.

1 To view an attachment file, if one exists, click on the corresponding
hyperlink.

Expat a memo

1. In theMain Reportscreenglick theExport button which is part of the gray
shaded report toolbar.

= | g Find... B [ #| 10fd - | 100% - SAP CRYSTAL REPORTS!

Main Report

I Training Confirmation I

2. A pop-up window appears with export options. Select the file format PDF by
using the File Format dregown.

STARS Technical Support
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Export

File Format:

POF L

Page Range: _

@ All Pages

Select Pages
From:

T

3. Click theExport button.You will be prompted on whether you want to open or
save the file.

1 If you choose to open the file, it will open up in PDF format. To close the
PDF file, click the X in the upper right corner.

1 If you choose to save the file, the Save As window appeéogjiad) you to
browse to the location for which you want to save the file, enter the file name
in the file name field, and then click tBavebutton.

4. To close theviain Report screerclick the X in the upper right corner.

STARS Technical Support
Ph: (800) 413-3210
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Managing Local Courses

Overview

TheManage Local Courses menu option is used to set up and maintain a listing of local
courses for which trainings are scheduled.

Walk -through

1. Inthe STARS Main Menu, selecbcal Trainings > Manage Local Courses
The Manage Local Courses screen appasimilar to the following and is sorted
alphabetically by Course Name:

Search By Course Name: | Search

"Bottom Up" Economic Self-Sufficiency Summit
| 1001 Ways
12th National Prevention Network Research Conf
; 2000 Professional Training Series
2002 OnBase User Conference
: 2002 OnBase Training and Technology Conference

2004 OnBase Training and Technology Conference |

o Nl el Ja——

< | T ‘ »

N EE e

2. Verify whetheralocal courseis included in thecoursdisting by enteringall or
part ofthe course namia theSearch by Course Naméext boxandthen
clicking theSearchbutton. The course name information table updatesniy
showcourse names which contain the characters ent€celustrate:

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Search By Course Name: |microsoft Search

Mastering Microsoft
Mastering Microsoft Visual Basic 6 Fundamentals

Planning, Implementing and Maintaining a Microsoft Windows Server 2003

| Add | | Edit Delete

1 If the course name is founskglectit and click theEdit button Thecourse
form appears filled in. Review the information mrcuracy andnake
corrections as needed. When all corrections are complete, cliSatee
button

1 If the courses not listed, clickhe Add button Thecourseform appears.

[CIT hereby certify that, in accordance with the requirements of Section 421(5) of the Social Services Law [Chapter 525 of the Laws of 2005], the training courses
herein identified meets the training requirements of Child Protective Services (CPS) supervisors and caseworkers In-service training, as those requirements set forth
in that statute and 07-OCFS-LCM-09.

To view the Local Commissioners Memorandum (LCM) guidelines for compliance with CPS training requirements click here

Course Name:

Course Description: -
Prerequisites: -
Target Population: -
Course Type: |—Not Defined E|
Course Content- |—Nol Defined E|

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Fill in the form, making sure to use the drdpwn fields were applicable.
Click the Submit buttonwhen the form is complete

1 To delete a&ourse, seledt; click the Deletebuttonand therthe OK buttonto
confirm.Note: The Deleteoption is to be used only if@ursewas added in
error. If thecourseis assigned to traininghe record cannot be deleted.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org

© 2011 Research Foundation of SUNY/BSC/CDHS



STARS ocal Quick Start Page30

Managing Local Trainings
Overview

The Manage Local Trainings menu option is used to schedule local trainings and add
participants.

Walk -through

1. Inthe STARS Main Menu, selecbcal Training > Manage Local Trainings.
TheManage Local Trainings screen appears similar to the following:

Course Type: ,(AII Course Types) E
Course Content: | (All Content) B3
Select Course: | (Select A Course) =]
From: lsm AR B To: ]TlZ/?l}ZOIl [

2. Verify whether the local training scheduledIf you know the Course Type @n
Course Content for the coursese the corresponding drdpwns to apply these
filters. Select the date rgeand then select the course using the Select Course
drop-down. If you do not know the Course Type and Course Corgelett the
date range and theselect the course using the Select Course-doomn
1 If the local training is found, select it and clitie Edit button Thetraining

delivery form appears filled in.

STARS Technical Support
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Training Dates & Times

Start Date: 8/23/2011 Start Time: (3:00 AM o # of Hours: 7.0 -
End Date: 8/23/2011 End Time: 400 PM ] # of Sessions: |2 -
Training Site Location & Information
Training Site: | Columbia County DSS |=| |rddress: 25 Railroad Ave.,PO 458
City: Hudson |E|
State: NY _
Zip: 12534-0000
County: Columbia -
Additional Info: -
Dawn Beaumont D ;‘
Stacy Bigelow 1] 5
Suzanne Brown D
David Burns 1]
- Marcia Card | 52
Review the information for accuracy amkecorrections as needed. When
all corrections are complete, click tBetbmit button
1 If the local training is not listed, clidkie Schedulebutton. Thetraining
delivery form appears similar to the following:
Training Dates & Times
Start Date: 8/4/2011 Start Time:  [9:00 AM lC] # of Hours: 0.0 -
End Date: 8/4/2011 End Time:  |4:00 PM ] # of Sessions: |0 -
Training Site Location & Information
Training Site: |Se|ect as Site E b
Additional Info: Bl i [ choose
Julie Anderhalt = |+
Judith Bassini =iE
Michael Carr 0
James Chlebowy [
= | Angela Croxie | -
Fill in the form, making sure to use the pgrdown fields where applicable,
and then lick the Submit button
1 To view the training details, select the training and then thiekTraining

Details button. The training details appear in a new window similar to the
following:

STARS Technical Support
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TTrainingID=3186 - Microso. |5 /= e G |

b a—
| €| http://stars.bsc-cdhs.org/LocalTest/TrainingDetailsLocal aspx? TrainingID=3186

@ http://stars.bsc-cdhs.org/LocalTest/Training DetailsLocal.

Course Name |Mastering Microsoft Visual Basic 6 Fundamentals

Start Date Aug 04, 2011

End Date Aug 04, 2011
Training Start

- 09:00 AM
Time
T_ralnmg End 04:00 PM
Time

--Not Defined

Course Type |Training I
Course
Description I

Target
Population

m
3

PreRequisites

Registered 0
Training Site
Name

Training
Address
Training City |Buffalo

Adams Mark

120 Church Street

Training Zip 14202-0000

Training _
Phone (716) 845-5100

Training Fax |[(716) 845-5377
Training
Contact
Training Site
Directions

# of Hours 7.00

# of Sessions |2

€ Internet | Protected Mode: OFf fy v ®100% ~

To close the Training Details, clické X in the upper right corner.

1 To view the training announcement, select the training and then click the
Announcement butih. The training announcement appears in a new window
similar to the following:

STARS Technical Support
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@ http://stars.bsc-cdhs.org/LocalTest/MemoPopup.aspx?RepertType=-481ID=3186 - Microsoft Internet Explorer provided by CD.. E‘M

| & | http://stars.bsc-cdhs.org/LocalTest/MemoPopup.aspx?Report Type=-4 &10=3186

G & | [ SR TSI - [100% |- el

Main Report

Training Announcement
From: Mario Rossi 3
Date: Thursday, August 4, 2011
|
The following training is available for nomination:
1
I Course Name: Mastering Microsoft Visual Basic 6 Fundamentals
Course Content: —Mot Defined
Course Type: Training i
Target Population:
1 Course Description:
|| Prerequisites:
Start Date: Thursday, August 4, 2011
End Date: Thursday, August 4, 2011
Start Time: 09:00 AM
End Time: 04:00 PM
Training Hours: 7.00
Training Sessions: 2
Trainers:
Additional Information:
Location: Adams Mark
Address: 120 Church Street
City: Buffalo State: NY  Zip: 14202-0000
Contact: <
4 1 | r
l Done &) Internet | Protected Mode: Off fh v W100% o~

To close the Training Announcement, clitletX in the upper right corner.

3. Verify whether participants were addedhelocal training by selecting and
then clickingthe Registerbutton The Manage Local Trainings screen appears
similar to the following:

STARS Technical Support
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E-mail: starssupport@bsc-cdhs.org
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Training Name: Mastering Microsoft Visual Basic 6 Fundamentals
Training Site: Adams Mark
Training Address: 120 Church Street
From: 8/4/2011 To: 8/4/2011 Start Time: 09:00 AM  End Time: 04:00 PM

e e —— e —

Add Trainees Add External Trainees Dalais Back to Training

4. To add a participarftom your local distrigtclick theAdd Trainees button
1 If the number of active staff in your agency is less than 400:
a. Alisting of activestaffappears, sorted alphabetically by last name
similar to the following:

Last Name: [M

Amerling, Debarah

Anderson, Pamela 1

Antonelli, Danielle L

Arp, Lindsay

Arto-Winch, Meredith

Austin, Patricia M

Baccaro, Jason W

1 [ m | »
[ Submit | | Cancel |

|Oo|oOomO

b. Click the check box next to the nameeafch person you want to
register. To illustrate:

Amerling, Deborah
Anderson, Famela ]

STARS Technical Support
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c. Click theSubmit button.

T If the number of active staff in your agency is 400 orenthe Manage Local
Trainings screen appears similar to the following

Training Name: Mastering Microsoft Visual Basic 6 Fundamentals
Training Site: Adams Mark
Training Address: 120 Church Street
From: 8/4/2011 8/4/2011

Start Time: 09:00 AM End Time: 04:00 PM
Select Unit: | All Units v]
Search by Last Name: Search Or Select Group: Abrams - Delpriore v Go
(Minimum 1 letter) I L——]
Name Register Job Title Job Unit
[ Submit ] [ Back to Training ]

a. All Units are selected by default. If you want to register staff from a
specific unit, select the unit using the Select Unit eitopn.

b. Enter at least the first letter of the parsd s | a s tthenclektie
Searchbutton The grid will fill with staff whose last name begi
with the letters you entered. To illustrate:

and

Search by Last Name: [30p Search | Or Select Group:  Ahrams - Delpriore v -Go
(Minimum 1 letter) | [—]

Francis Acevedo [l SR SWE

MEDICAID ELIG
Inocencia Acevedo E CH SUP IN 5P CHILD SUP ENFC

You may also select a group of names, for example, last names

beginning with AF, by using the Select Grpwlropdown and then
clicking theGo button.To illustrate:

STARS Technical Support
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Search by Last Name: Search | OF Select Group:  Apbrams - Delpriore v | Go
(Minimum 1 letter) | [—] -

Michael E Abrams O HD SWE TTW it
Nicole M Abruzzing | SR CH PR WKR CHILD PROTECTN P
Mark C Acara |:| CH SUP INV CHILD SUP ENFC
Francis Acevedo [} SR SWE MEDICAID ELIG
Inocencia Acevedo [} CH SUP IN 5P CHILD SUP ENFC
Nancy X Acosta D SOCWELEX S EMPLOY & FINAMCIAL PLA
Cathy E shern |:| SR SWE MEDICAID ELIG
Catherine E Aiello |:| SH CH SUP IN CHILD SUP ENFC
Tiffany L Aiken |:| CASEWORKER CHILDREN"S SERV
Daorothy R Aikman |:| SR 55 TM WKR CHILDREN"S SERV
Manuel Aja |:| EMP CO SPAN EMPLOYMENT i
c. Click theRegistercheck box next to the name of the person you want
to registerTo illustrate:
i Michael E Abrams E 'HD SWE |T Tw |

d. Click the Submit button
e. Toregister more people, repeat the previous steps
f. Click theBack to Training buttonto view the names of registered
staff.
5. To add an external participant from another local district, private human service
agency, public agency, or foster parent/adoptive/daycare provider agency, click
the Add External Trainees buttonand proceed onto the following steps
a. Entertheext ernal traineeds | ast name ( mi |
Search by Last Namdield. To illustrate:

Search by Last Name: |zd | Search

(Minimum 2 letters)

b. Click theSearchbutton. The grid will fill with staff whose last name
matches the characters you entetadaddition, job title anégency
name are also displayed. To illustrate:

STARS Technical Support
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Zdon, Becky R = Programmer Stars TestCounty, D55's

Zdon, Lisa | Account Clerk Columbia County DSS

Zdon, Lisa | Baby Sitter Stars TestCounty, DSS's

Zdon, Lisa | Info. System Tech. I SUC Buffalo - CDHS

Zdrowak, Debra = Teacher CAD Early Head Start

Zdunowski, Nicole | Caseworker Hillside Family of Agencies - Rochester
Zdunski, Patricia H = Foster Parent Chautaugua County D35 Foster Parents
Zdunski, Raymond R [} Foster Parent Chautaugua County D35 Foster Parents
Zdyhb, Amy = Student No Agency Affiliation

Zdziebloski, Sheila | Keyboard Specialist 1 OCFS

c. Click theRegistercheck box next to the name of the external trainee
you want to registefior local training.To illustrate:

i Zdon, Lisa | |Infu:u. System Tech. I |SUC Buffalo - CDHS |

d. Click theSubmit button.

e. To add more extern#élainees, repedhe previous steps

When finished adding external trainees, clickBaek To Training
button. The listing of names appears, sorted alphabetically by last
name.To illustrate:

—h

Training Name: Mastering Microsoft Visual Basic 6 Fundamentals
Training Site: Adams Mark
Training Address: 120 Church Street
From: 8/4/2011 To: 8/4/2011 Start Time: 09:00 AM  End Time: 04:00 PM

Abrams, Michael E z TTW Erie County DSS

Management Information

Zdon, Lisa 2 System

SUC Buffalo - CDHS

Note:When the training end date has passed, the numBeaioing Sessions should be
adjusted to reflect actual attendance for no shows and partial attendees. To adjust the
number of sessions a trainee attended (in the screen which lists names of registered staff),
doubleclick inside theSessionsCompletedfield and use the dregiown. E.gi Select 0

for a no show. Select 1 for halhy attendance. Remember, 3.5 hours or less equals one
session. A full day of training, or 7 hours, is equivalent to 2 sessions.

1 To delete a local training, selattclick theDeletebuttonand then th©K
buttonto confirm. Please notehé Deleteoption is to be used only if a local
training was added in error. If registrants are assigned to the local training, the
record cannot be deleted without first deleting the registrants
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Running the Trainee Training History Report

Overview

TheTrainee Training History report displays the training history for each employee.
shows trainee attendance for both state and local trainingsludes training title,
start/end dates, mber of sessions attended and attendance status.

Walk -through

Generate the report

1. Inthe STARS Main Menu, seleBeports > Trainee History Report. The
Trainee History Report design screen appears similar to the following:

Trainee History Report

From 1/1/2011 v| To [12/31/2011 he

Unit [{All Units) B
| Show Inactive Personnel
_| Show Training Description

| Show All Trainings

Employee |(All Employees Excluding Inactive) B2

| Generate Report ’

2. Apply the report filters:

1 The default From and To start date range is from JandayDecember 31
of the current year. You may adjust the start date range by typing in the From:
and To: dates or by using the drdpwn calendars. When selecting the year
and month using the doedown calendar, please be sure to click on the date
inside the calendar. Note: Only trainings that have a start date between the
specified From: and To: dates will be filtered.

1 All Units are selected by default. You may select a unit by using the Unit
drop-down.

1 If you wish to generate the report for inactive personnel, click the check box
labeledShow Inactive Personnel

1 If you wish to include the Training Description in the report, click the check
box labeledShow Training Description.
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T If you wish to slow all trainings, including trainings for which the trainee
cancelled registration, click the check box labeédddw All Trainings.
1 All Employees Excluding Inactive are selected by default. You may select an
individual name by using the Employee diwb@wn.
4. Click theGenerate Reportbutton. TheMain Reportscreen appears.

Exportthe report

1. In theMain Reportscreencglick theExport button which is part of the gray
shaded report toolbar.

b Find & O 8210121 - 100% |- SAP CRYSTAL REPORTS
Main Report

Page 21 of 21

Report: 6 August 15,2011 10:11 am
Trainee Training History

2. A pop-up window appears with export options. Select the éitenit PDF by
using the File Format dregown.

3. Click theExport button. You will be prompted on whether you want to open or
save the file.
1 If you choose to open the file, it will open up in PDF format. To close the
PDF file, click the X in the upperght corner.
1 If you choose to save the file, the Save As window appears, allowing you to
browse to the location for which you want to save the file, enter the file name
in the file name field, and then click tBavebutton.
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