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Evaluation Level II: Learning Gain z General Description

Evaluation Level II: Learning Gain is conducted via a multigieice test.

A test can have up to 120 questions (itemig wach item having a maximum of six
distracters. A test is defined in the system with a name and a test code. The test code is
automatically generated by the system and is unique to each test. Every offering of that
course will also be associated witte ttame test code. A test cannot be deleted or
changed if it has already been allocated and used for a training delivery.

Providers are responsible for creating and administering their own tests. Tests can be
administered in paper or online formats. STARS allow you to print the answer form

as well as the test booklet. Tests entered into STARS are unique to each provider.
Therefore, Provider A cannot see tests for Provider B.

A pre/posttest of trainee knowledge is required for classroom training v
classroom training over 2 hours in length offered three or more times annually. At
minimum a postest of trainee knowledge is required for any classroom or virtual
classroom training 2 hours or less offered 3 or more times, and for teleconfevéhces
trainingcurriculum.

Generic or trainegpecific answer sheets can be produced. Test option selections are
made in theAssign Test to Coursereen.

If Require Trainee IDs selected, the answer forms will have a unique identifier for each
tranee t hat wil | be used to match the particip:
report on learning gain. Results will be produced at the individual and group level.

If Require Random I selected, the answer forms will have a random ID number for
each tainee. Providers should get prior State approval before using this option. Providers
must also identify a way to administer the pre and post test answer form with matching
random ID number to the same participant.

If Do NotRequire Trainee IDs selectedthe trainee is not identified on the answer form
and results will be produced at the group level only.

After the test is administered, the answer forms need to be scanned by the training
provider into a PDF file and emailedlitevaluation@bscdhs.org You should name the
file with the sixdigit number that is located at the bottom center of the answer form. If
applicable, send all pretest and posttest answer sheets together as one file.
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Once this informtion is sent to CDHS, it will be scanned into STARS and you will have
access to the Level Il Test Results in the Evaluation Reports section of STARS$. Note
allow one day for CDHS to process the answer sheets.

For reasons of complianeéth Bureau of Traning requirements, answiarms need to
be emailed for processing within ten days after training is completed. Otherwise, the
training will be listed as out of compliance in tBB€ Non-Compliance report.

Providers should refer to the Training and Adnthaiive Activities Project Operations
Manual online ahttp://www.ocfs.state.ny.us/ohrd/pdmor i nf or mati on r egar
Evaluation Level Il policy.

STARS Technical Suppe8dn-413-3210
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Evaluation Options in the Schedule Training Screen

uati on
scre

The Eval
Del i veryeéeo

D O

<7 Schedule Training Delivery for “Core Essential Skills for Experienced Caseworkers™

Multi Part Training Mame Training Sessions Training Hours
" Yes (¢ Mo
|':D[B Ezzential Skillz for Expenienced Cazeworkers 2 ﬂ 7 ﬂ
Enroliment Training Dates Training Time
e Open C _Closed
Start Date  [cglect Date = - : =
E valuation Options | H Start Time |ng:0p AM =
[w Participant Reaction End Date |Select D ate '%' -
[ End Time |n4-00 PM ——
[ Learning Gain Al Deadline Date |Select D ate '%' - =
[~ LG Mot Done
[ Transfer L .
Check all that apply. Training 5|le- —
- County |<D|sp|ay all cities j
Billing )
& Billable City | d
" Mon Billable Site | j
Reimburzement
" Mileage & Mone Training Location Detail
" Hotel " Both 1=
Reagistration o
{* Pre-Reqiztered
" On-Site -
Target Population | Select Trainers ?r‘:?neer |25 ﬂ Room|
[ | Blount Kathy - - )
Training Description | [ |Boyd-webb Mancy || TrI:ineer |5 =~ Type |E|BSSTC"2"'n Training j
[ | Brishane Frances i =
[~ | Bunch Heather - z | | . |
= Cancel Save

Participant Reaction

The Participant Reaction Questionnaire is required for the followingaategpf
deliverables regardless of the length of activity: classroom training, virtual classroom
(synchronous) training, teleconferences, seminars, forums, meetings, cobgaaer
(asynchronous) training, and technical assistance.

The Participant Reaain field is checked by default when scheduling a new training
delivery. If the participant reaction is not conducted, for whatever reason, then this field
should be urchecked to remove the training from the sammpliance report.

Learning Gain

Trainingproviders are expected to measure new knowledge and skills gained by
participants in training activities they deliver. A pre/ptesit of trainee knowledge is

STARS Technical Suppe8dn-413-3210
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required for classroom training or virtual classroom training over 2 hours in length
offered thre or more times annually. At minimum a ptest of trainee knowledge is
required for any classroom or virtual classroom training 2 hours or less offered 3 or more
times, and for teleconferences with a training curriculum.

The Learning Gain field is chked automatically when a test is assigned to the course
(see instructions on pad®). Note: If a test is not assigned to the course or if the training
is scheduled prior to assigning a test to the course, the box remains unchecked. In the
latter case, orecthe test is assigned to the course, it would then need to be manually
assigned to the training via the Assign Test to Training menu option (see instructions on
page2l).

Learning Gain Alt.

For certain activities, some of the evaluation requirementsnoialye applicable.
Alternative evaluation proposals from contractors will be considered. However, the
Learning Gain Alternative option can only be used when the request is made in writing
and approved by BT in writing. The alternative evaluation is adeirgd outside of the
STARS system.

LG Not Done

TheLG Not Doneoption may be used when the Evaluation Level Il: Learning Gain is

not conducted for whatever reason, but was required, as indicated by the check mark next
to Learning Gain. Checking the USot Done box will remove the training from the ron
compliance list. In this situation, a reason for not conducting the evaluation should be
entered in th&G Notesfield in the Manage Trainings screen. Note: The LG Notes field

may also be used whenever #r@r situation occurs that has an impact on your

evaluation submittal; e.g.difficulty retrieving answer sheets from participants; or other
unusual factors that might have a negative impact on the test results.

Transfer

The transfer of learning (impacoh job performance) check box is available for selection.
However, it is not currently being measured in STARS.

STARS Technical Suppe8dn-413-3210
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Creating a Test

TheCreate Testmenuoption allows you to add test namgsestionsand answers

Evaluation TheCreate Testmenu option is locateid the
& lower right portion of the STARS Provider Main

Menuin the Evaluation section
w.ﬁssign Test To Course

w.ﬂmsign Test To Training

To begin the process of creating a test:

Click theCreate Testoptionin the Main MenuTheManage Tesscreerappearsimilar
to the following

% Manage Test E X

Project | j
Add Test |
Test Code TestName Project
3 712 Achieving Permanency ThroughSurrenders and Termination of Parental Rights CC02 Edit Test |
588 Achv. Perm. Thru Family Pres. & Beunif. Srves., Part| ooz
-

589 Achv. Perm. Thru Family Pres. & Reunif. Srves., Partll cooz Delete Test |

624 Adoption Farum ooz
966 ASRN: Life Skills Toolbox Training RCOL.01
G601 ASBN: Waorking With High RiskYouth Preparing for I ndependant Living RCOL.OL
603 CaringFor Our Own Leader Certification FADL
579 Chronic Care Institute HLTCO4
981 Chronic Care Institute HLT (04

Question No | Question

When children are placed in foster care they are subjectto the MultiethnicPlacement Act if they are not Indian Child Welfar
The term 'diligent efforts' is onlyused to describe efforts made to keep the children home and prevent a foster are placeme
Aparentwho isunderthe age of 18 mustalso have their parent's consent to do a sumender of their child

An adoptive parentmaybe required by a judge to honorvisitation terms of a conditional sumender even where the adoptive
If aparent's rights were previouslyterminated for another child, it could be considered as grounds for a court to determine t
The fatherdoes nothave to be on the birth certificate to be a consent father with full Aghts.

Within how many days of its signingis an extra-judicial surrender of afoster child revocable for any reason by the sumender
Whyis suspended judgement granted?

Completingthe "grief cycle"is predicated upon an individual's abilityto resolve three tasks of separation What are the three
Whichthree situations are grounds fora child to be freed for adoption bythe judge, granting a termination of parental Aghts

= [F= - RN - AT | [P R
EB& =

The onlypeople who must agree to the terms and conditions of a conditional surrender are the biological parent, agenoy an

Copy Questions Re-order

A Add Question Edit Question Delete Question Done
from other Tests Questions

STARS Technical Suppe8dn-413-3210
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Adding a Test

The Add Test option allows you to adthetest nameo a project

The Add Test option is located in the upper right

| = portion of theManage Tesscreerthat appears when
Add Test the Create Testmenu option is selected
Edit Test

Delete Test

To add a new testom theManage Tesscreerthat appears when tl&reate Testoption
is selectedrom the Main Menu

1. Click the Add Testbutton.The Add Teskcreen appears:

Add Test

Project: || ﬂ

Test Name:

Save Cancel

A

2. Select the project to which the test is assigned by using the corresponding drop
down.

3. Type the namef the tesin theTestNamefield.
4. Click theSavebutton.

5. Click theDonebuttonto return to the Main Menu.

STARS Technical Suppe8dn-413-3210
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Editing a Test

TheEdit Test option allows you teditthe project and/otest name

TheEdit Test option is located in the upper right

portion of theManage Tesscreerthat appears when
Add Test the Create Testmenu option is selected
Delete Test

To edit a test from thklanage Tesscreernthat appeara/hen theCreate Testoption is
selected from the Main Menu

1. Select the test you want &alit by clicking the leftmostolumnin the rowwhich
containgthe test code, tesameand project

2. Click theEdit Test button. TheEdit Testscreen appears:

Project: ’m ﬂ

TestName:  Achv. Perm. Thru Family Pres. & Reunif. Srvcs., Part |

Save Cancel

3. Review the information for accuracy and make corrections as needed.
4. Click theSavebutton.

5. Click theDonebutton to return to the Maiklenu.

STARS Technical Suppe8dn-413-3210
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Deleting a Test

TheDelete Testoption allows you taleletea testthat has not been administered

Note You cannot delete a tebiat has already been administered

= TheDeleteTestoption is located in the upper right
AddTest portion of theManageTestscreerthat appears when

- the Create Testmenu option is selected

Edit Test

To deletea test from thé/lanage Tesscreerthat appears’hen theCreate Testoption is
selected from the Main Menu

1. Select the test you want tieleteby clicking the leftmostolumnin the row
which contains the tésode, test name, and project

2. Click theDeleteTestbutton. TheDeleteTestscreen appears:

Al test questions under this test will be deleted as well, are you sure you want to delete this test?

3. Click Yesto delete the test and its questioAsnessage appears which indicates
the test was deleted:

Delete Test

The STARS kest has been deleted.,

4. Click theOK button.

5. Click theDonebutton to return to the Main Menu.

STARS Technical Suppe8dn-413-3210
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Copying Questions from Other Tests

The Copy Questions from other Test®ption allows you to add questions toewtest
by copying questions from existing tests

I

Copy Questions
from other Tests

Add Question Edit Question Delete Question Done |

A

The Copy Questiors from other Testsoption is located in the lower portion of
theManage Tesscreen that appears when eate Testmenu option is
selected.

To copy questions from existing tests to a new test fronvitieage Tesscreen that
appears when th@reate Testoption is selected from the Main Menu:

1. Find the new test you want to copy questions to by scrolling and then select it by
clicking the leftmost column in the row which contains the test code and test
name.

2. Click theCopy Questions from other Testdutton.As a reminder, this button is
only visible when you select a new test with no quesfidressCopy Questions

screen appears:

Copy Questions

 Test to copy from i Test to copy to
I LI E24 - Adoption Forum

Mo, | Question

Save | Cancel

Z|

STARS Technical Suppe8dn-413-3210
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3. Select the test you want to copy questions from by using the corresponding drop
down.

4. Select the question you want to copydhigking the leftmost column in the row
which contains the question.

5. Click the right arrow button in the middle of the screen to copy the question. You
will see the question appear in the grid on the right side of the screen.

6. Repeat step3-5 until all questions are copied.

7. Click theSavebutton. You will return to the Manage Test screen.

STARS Technical Suppe8dn-413-3210
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Adding Test Questions

The Add Questionoption allows you to adduestions to a test

Note Questions should keddedin the orderfor whichthey shouldappear in the test
booklet. This is very important since the question number cannot be charggethe
test has been administerddowever f thequestiors wereentered in the wrong orddor
a test that has ngtetbeen administeredhe Reorder Questions option can be us®
re-order the questions.

3
Add Question Edit Question

The Add Questionoption is located in thiswer portion of theManage Test
& screerthat appears when tl@&reate Testmenu option is selected

Delete Question

Done |

A

To add a nevguestion to a tegtom theManage Tesscreerthat appeara/hen the
Create Testoption is select from the Main Menu

1. Select the test for which you want to add a quediipdlicking the leftmost
columnin the row which containthe test code, tesame and project

2. Click theAdd Questionbutton. TheAddNewQuestionscreen appeassgith the
Quesion Number field auto populated

STARS Technical Suppe8dn-413-3210
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H Add New Question

Trial Skills

Question Question
Number |

No. Answers:| 5 3:

Answer

Answers
Key

A
" B

i cC

Save Cancel |

A4

3. Type thequestionin the Questiorfield.

4. Specify the number of answefve answers are selected by default, but this
number may be adjusted in one of the following ways:

e Toincrease the numbef answersglick thesmall up arrown the No.
Answers field Note The maximum number of answers is Six.
e To decrease the number of answers, click the small down arritne No.
Answers field Note The minimum number of answers is two.
5. Type the answers ithhe answer fields.

6. Select the correct answer by clicking #heswer Key radio button in the row
which contains the correct answer.

7. Click theSavebutton.

8. Click theDonebutton to return to the Main Menu.

STARS Technical Suppe8dn-413-3210
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Editing Test Questions

TheEdit Question option allows you to @t questiondor a test that has not been
administered.

Note You cannot edit questions for a test that has already been administered.

I —

Done |

Add Question

[ Edit Question

} Delete Question

A

TheEdit Question option is located in the lower portion of theanage Test
& screerthat appears when tl@&eate Testmenu option is selected

To edit a test question from tManage Tesscreerthat appearashen theCreate Test
option is selected from the Main Menu

1. Select the test for which you want to edit a question by clicking the leftmost
columnin the row wheh contains the test code, test name,@ogect

2. Select the test question you want to edit by clicking the leftoaamnin the
row which contains the question no. and question.

3. Click theEdit Question button. TheEdit Questiorscreen appeassmilar to the
following:

STARS Technical Suppe8dn-413-3210
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H Edit Question

Trial Skills

Question Question

Number \What was one of the more unusual substances the Romans added to concrete?|

No. Answers:| 5 3:

Answer

Answers
Key

oA Milk

B Gold

roc Copper

Blood

Wine

Update Cancel |

A4

4. Review the test question and answer information for accuracy and make
corrections as needed:

e To correct the test question, type corrections inQbestionfield.

e To increase the number of answers, click the small up arrow Mahe
Answersfield. Note The maximum number of answers is six.

e To decrease the number of answers, click the small down arrowNothe
Answersfield. Note The minimum number of answers is two.

e To correctanswerstype corrections ithe answer fields.

e To correct theanswerkey, click the Answer Key radio button in the row
which contains the correct answer.

5. Click theUpdate button.

6. Click theDonebutton to return to the Main Menu.

STARS Technical Suppe8dn-413-3210
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Deleting Test Questions

TheDeleteQuestionmenu option allows yoto deletequestions for a test that has not
been administered.

Note You cannot delete questions for a test that has already been administered.

I —
| e |

TheDeleteQuestionoption is located in the lower portion of tManage Test
& screerthat appears whendlCreate Testmenu option is selected

Add Question Edit Question

[ Delete Question

A

To deletea test question from tHdanage Tesscreerthat appearashen theCreate Test
option is selected from the Main Menu

1. Select the test for which you wantdeletea question by clicking the leftmost
columnin the row which contais the test code, test name, anoject

2. Select the test question you want to delete by clicking the lefaepasnnin the
row which contains the question no. and question.

3. Click theDeleteQuestionbutton. TheDeletescreen apgars similar to the
following:

4. Click theYesbutton to confirm that you want to delete the question.

5. Click theDonebutton to return to the Main Menu.

STARS Technical Suppe8dn-413-3210
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Re-order Test Questions

TheRe-order Questions menu option allows you te-orderquestions for @est that has
not been administered.

Note You cannote-order questions for a test that has already been administered.

Re-order

. Add Question Edit Question Delete Question Done
Questions

TheRe-order Questions option is located in the lower portion of thanage
= Testscreen that appears when @reate Testmenu opion is selected.

To re-ordertest questiosfrom theManage Tesscreen that appears when Greate
Testoption is selected from the Main Menu:

1. Select the test for which you wantr®orderquestios by clicking the leftmost
column in the row which agains the test code, test name, praject

2. Click theRe-order Questionsbutton.

3. Select the question you wantreorderby clicking the leftmost column in the
row which contains the question no. and question.

4. Use the small up/down arrow controlsatjust the question number.

e To increase the question number, click the small up arrow.
e To decrease the question number, click the small down arrow.

5. Repeat the last steps until the remaining questions -aneleeed.
6. Click theSavebutton to return tohte Manage Test screen

7. Click theDonebutton to return to the Main Menu.

STARS Technical Suppe8dn-413-3210
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Assigning a Test to a Course

TheAssign Test To Coursenenuoptionallows you to assign a test to a couisey
training created for the course will use the same egtnally, this is a ondime steplf

you need to change a test for a course in the middle of a contract year, then you need to
use theAssign Test to Trainingoption (see pag22).

Evaluation
Create Test . . .
( TheAssign Test To Coursemenu option is
ssign Test To cuumej located in the lower right portionf the STARS
Assign Test To Training Provider Main Menun the Evaluation section

EX

To assign a test to a course

1. Click theAssign Test To Courseoption in the Main Menu. ThAssignTestto
Coursesscreen appears similar to the following:

Assign Test to Courses

ConbiactYear [2003 = I Project I - I Apply |

Course Name

| Pretest | Assign Posttest |d Options

<] )

View Test
Questions

2. Using the corresponding drajowrs, select th€ontract Year andProject of
the course for which you want to assign a.test

3. Click theApply button.

STARS Technical Suppe8dn-413-3210
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4. UsingtheAssignPretestAssign Posttestrop-dowrs, select the tesh the row
which contains the course nameewhich the test should lzssignedNote The
drop-downs will only show tests for the selected project.

5. Require Trainee ID is selected by default in the rightost columnlf the test
shouldnotbe tied to the trainesglectDo Not Require ID from the Require
Trainee IDdrop-down To have a random ID generated for a pre and post test,
selectRequire Random ID from the Require Trainee ID dragpwn. Providers
should get prior State approval before using this option.

| Assign Test to Courses
ContractYear |2007 -

Course Name Assign Pretest Pretest Assign Posttest Posttest
»7| Ethics for Practitioners & Legal Emrsrnmnuw| rial Skills v| |N0 POSTTEST

HealthServices for Children in Foster Care: Cons

Test Test Code

| MO PRETEST |

Note When atestis assignedo a coursgany training createfibr the course will use the

same test. Theearning Gain optionwill auto selecint he fASchedul e Tr ainin
Del i ver y thatis accessedevia the Manage Trainings sedissigning a test to

a coursalsoenables you to print the answer form and bestklet.

Trial Skills for OCFS and LDSS Attomeys

e To view the test questions, click thieew Test Questionsutton which is
located in the lower right portion of tiessign Test to Coursesreen. The
Training Evaluation Test Booklet report preview appears similar to the following:

@S| |
MainHeportl

NEW YORI 3TATE OFFICE OF CHILDEEN AND FAMILY SERVICES
SUNY Albany - PDP

Training Evaluation Test Booklet

Instructions

Use the accompanying scansheet for all responses to this test
Before beginning this test, please review your answer sheet (scansheet):

*  Mdake sure your name appears on the answer sheet.

STARS Technical Suppe8dn-413-3210
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6. Usethe navigational arrows in the report toolbar to navigate the pages of the
report. When you are finished viewing the report, clickXha the upper right
corner.This returns you to thAssign Test to Coursasreen.

7. Click theDonebutton to return tohte Main Menu.

STARS Technical Suppe8dn-413-3210
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Assigning a Test to a Training

TheAssign Test To Trainingmenu option allows you to assign a test to a specific

training. This is not a required step. This option provides flexibility in Agsegn a Test

to Coursedoes not meetaprovidebs t est s chedul,aprogidenneag d s . For
need to change tests in the middle of the contract @garou may wish to have separate

tests under the umbrella of a single course.

Evaluation
iy Create Test TheAssign Test ToTraining menu option is
gy Assign Test To Course ~ located in the loweright portion of the STARS

Provider Main Menu in the Evaluation section.

%ssign. Test To Trainingj

To assign a test tiaining

1. Click theAssign Test ToTraining option in the Main Menu. Thassign Test to
Trainingsscreen appears similar to the following:

= Assign Test to Trainings

ContractYear. (€I

From: | 5000008 -
’ tppl
Project - Ta: 6/30/2008 > LI

View Test
Questions

Done

STARS Technical Suppe8dn-413-3210
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2. Using the caesponding drojlowns, select th€ontract Year, Project, and
date rang®f thetrainingsfor which you want to assign a test.

3. Click theApply button.

4. Using theAssign Pretest/Assign Posttestrop-downs, select the test in the row
which contains thé&raining name to which the test should be assighite The
drop-downs will only show tests for the selected project.

5. Require Trainee ID is selected by default in the rightost column. If the test
should not be tied to the trainee, sel@otNot Require ID from the Require
Trainee IDdrop-down. To have a random ID generated for a pre and post test,
selectRequire Random ID from the Require Trainee ID dragpwn. Providers
should get prior State approval before using this option.

= Assign Test to Trainings

ContractYear |2008 - From: RA20/2008 v
Froject LDSTOB - To: 6/30/2008 > —
- I . Pretest . Posttest
Trainingld TrainingTitle Start Date = End Date Assign pretest Code Assign Posttest Code
129489 | VB Training 3 05/29/2008 | 05/29/2008 | NO PRETEST | |Test One- posttestw D 628
y [129472  [Sequel 2005 Training| 06/13/2008 | 06/13/2008 v| 543 |N0 POSTTEST
129481 CARS Demo 1 06/23/2008 | 06/23/2008 Test Test Code -~ 644
STARS Training E44
STARS Yoluntary Training E23
Supervizory Core Foundations Module One E13
Supervizary Core Foundations Madule Two E15
Test 10 - posttest withaut 1d E34
Test One - posttest w (D E28
Testing Mew Changes-pretest and posttest E3
Note TheLearningGainopt i on wi | | auto select in the

screen that is accessed via the Manage Trainings section. Assigning a tesniog
also enables you to print the answer form and test booklet.

e To view the test questions, click thieew Test Questionsbutton, which is

located in the lower right portion of tiiessign Test to Coursesreen. The
Training Evaluation Test Booklet report preview appears similar to the following:

STARS Technical Suppe8dn-413-3210



CENTER FOR DEVELOPMENT OF HUMAN S| 24
Electronic Processing of Evaluation LevelL#arningGain

@S| |

tain Feport I

NEW YORK STATE CFFICE CF CHILDEEN AND FAMILY 3ERVICES
SUNY Albany - PDP

Training Evaluation Test Booklet

Instructions

Tse the accompanying scansheet for all responses to this test
Before beginming this test, please review your answer sheet (scansheet):

¢ Make sure your name appears on the answer sheet.

6. Use the navigational arrows in the report toolbar to nawitiee pages of the
report. When you are finished viewing the report, clickXhia the upper right
corner. This returns you to tiessign Test to Coursssreen.

7. Click theDonebutton to return to the Main Menu.
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Evaluation Level Il: Learning Gain Reports

TheEvaluation menu optiorcontainghe EvaluationLevel II: LearningGainreports

Reports
‘EE Personnel TheEvaluation menu option is locateohn the
= . right sideof the STARS Provider Main Merin
“ZI:‘_L Training the Reports section
| —
HFIW Adminigtrative
ic|

123

To access the Evaluation LevelllkarningGain reports

Click theEvaluation option in the Main Menu. ThEvaluation Reportscreen appears.
The Evaluation Level llLearningGain reports are displayed in the right column

Evaluation Reports

Level I: Participant Reaction Level II: Knowledge Gain
" Non-Compliance " Test Questions & Answer Key
" Participant Reaction Open-ended Responses " Non-Compliance
o Participant Reaction Questionnaire " Trainee Specific Answer Form
" Participant Reaction Questionnaire - Blank " TrainingSpecific Answer Form - Blank
" Participant Reaction Results " Training Test Booklet
" Participant Reaction Results Cumulative " Test Results
" Participant Reaction Results Summary " Test Results Cumulative
" Trainings Requiring Evaluation " Test Results Summary

Contract Year: From: m

Project: ,l To: 7/25/2010 ,l Apply

View Report Done
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Test Questions &Answer Key Report

TheTest Questions &Answer Key report generates thevaluation test booklet and
answer key form selected test.

Evaluation Reports

Level I: Participant Reaction Level II: Knowledge Gain
" Non-Compliance f+ Test Questions & Answer Key
{~ Participant Reaction Open-ended Responses " Non-Compliance
" participant Reaction Questionnaire ™ Trainee Specific Answer Form
= Participant Reaction Questionnaire - Blank " Training Specific Answer Form - Blank
i Participant Reaction Results = Training Test Booklet
= Participant Reaction Results Cumulative " Test Results
" Participant Reaction Results Summary = Test Results Cumulative
= Trainings Requiring Evaluation " Test Results Summary

TheTest Questions &Answer Key report option is located in the right column
of theEvaluation Reportscreen that appears when Eealuation menu
option is selected.
To run theTest Questions &Answer Key report from theEvaluation Reportscreen
that appears whethe Evaluation option is selected from the Main Menu:

1. Click theTest Questions &Answer Key radio button. The report design screen

appears:
= Evaluation Reports ‘_'_ ”Ell
Level I: Participant Reaction Level I1: Knowledge Gain
" Non-Compliance & Test Questions & Answer Key
£ Participant Reaction Open-ended Responses " Non-Compliance
" ParticipantReaction Questionnaire " TraineeSpecific Answer Form
" Participant Reaction Questionnaire - Blank " Training Specific Answer Form - Blank
" Participant Reaction Results " Training Test Booklet
" Participant Reaction Results Cumulative " TestResults
" Participant Reaction Results Summary " Test Results Cumulative
" Trainings Requiring Evaluation " Test Results Summary
Praject: l—;l Apply

View Report Done

A
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. Select the project to which the test is assigned by using the corresponding drop

down.

Selectthe Test Code/Test Naméor which you want to view the answer key.

Click theView Report button located in the lower g portion of the screen. The
report preview screen appears similar to the following:

= Report
Main Report l
e
WEW YORKE STATE OFFICE OF CHILDREN AND FaMILY SERVICES
3UC Buffalo - CDHE
Ewvaluation Test Booklet
Achieving Permanency Through Swrrenders and Termmation of Parental Rights
Test #12
w
< >
Current Page Mo 1 Total Page Mo 4 Zoom Factor: 100%

The navigational arrow buttons in the report toolbar can be used to navigate the
report pages. The leftmost arrow takes you to the first page. The rightmost arrow
takes you to the last page. The inside arrows take you to the previous and next
pages.

Use theZzoom drop-down to change the magnification of the report for viewing.

To print the report:

a. Click thePrint button in the report toolbar. Rrint dialog box appeaa
similar to the following:
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e 4l
~

(-_

Frinter

MName: WwpierceamowsHP Lazer) et 41000 TH PCLIR
Status: Ready

Type: HF Lazenlet 4100 PCL &

Wwherer  Buffalo - Pierce Amow Building

Carmrment:  Training Foom 3

Frint range

[N (N

Properties. .

[~ Print to file
Copiesz

=

MHurnber of copies:

LI
5]

Cancel ‘

b. If necessary, specify the printer, page range, and number of copies. Then

click theOK button to send the report to your printer.

To export the report:

a. Click theExport button (leftmost button) in the report toolbarher

Export Reportialog box appears similar to the following:

Export Report

?x)

Save as type:

|Er_l,lsta| Reports [Frpt)

[~
=

Save in: | |29 STARS Provider Test ﬂ =¥ EF-
== [ EvaluationTemp MealSummaty . rpk rptEvaluz
,-J uﬂS.ﬁ.nnDunceDDcs MealTrainees.rpk rptEvalus
Recent |5y 5Memabacs MeedZlosing.rpt rptLearnl
actualattendanceList, rpk ProposedvsictualDeliveries, rpk rpEPartici
?F CancelledTraining. rpt CuarkerheAckivitySurmmary . rpk rptPartici)
Checkattendancelist. rpk CuarterlyAttendance. rpk = rptPostte
Desktop Conferencesttendance.rpk ReqgistrantsForClosed,rpk rptPosthe
. ZonferenceFill.rpt ReqiskrationForm, rpk rptPoskbe
.-j CourseCatalogReport, rpk ReqistrationReport.rpk rpkTestCn
Demographics.rpk RioomingList. rpk rpETeskCn
My Decuments EvalZompliance. rpk rptEa43.rpt Skatus.rp
_ EvaluationFarm.rpk rptEvalComplianceleyTwo,rpk Skatusall,
?jJ)E EvaluationFormElank. rpk rptEvaluationAnswerSheet. rpk TraineeR
My Computer LearnLincRepork.rpk rptEvaluationZompliance. rpk TrainerCs
MealsMokSelected, rpt rptEvaluationForm. rpk TrainingC
™ < >
My Metwark  File name: | Save
Places

Cancel
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b. Using theSave Indrop-down, browse to the location for which you want
to save the export fil&Note You should not save export files to the default
folder- STARS Provider.

c. Type the filename into thd-ile namefield.

d. Select the file format, for example, Adobe Acrobat (*.pdf) by using the
Save as typalrop-down.

e. Click theSavebutton. TheExport Reporscreen appears confirming the
export completed.

Export Report E|

-
\11‘) Export completed,

f. Click theOK button.

5. Close thaeport preview screen by clicking tein the upper right corner. This
returns you to th&valuation Reportscreen.

6. Click theDonebutton to return to the Main Menu.

STARS Technical Suppe8dn-413-3210



CENTER FOR DEVELOPMENT OF HUMAN S| 30
Electronic Processing of Evaluation LevelL#arningGain

Non-Compliance Report

Test answer sheets need to be emailed for processing withiodgress days after the
training end date, or for multi part training, within ten business days after the training end
date of the last parthe Non-Compliancereport lists trainings with overdue test answer

sheets

¥ Evaluation Reports

~

RS S e N

=]

Level I: Participant Reaction Level II: Knowledge Gain

Test Questions & Answer Key
Mon-Compliance

Trainee Specific Answer Form
Training Specific Answer Form - Blank
Training Test Booklet

Test Results

Test Results Cumulative

Test Results Summary

Mon-Compliance

Participant Reaction Open-ended Responses
Participant Reaction Questionnaire
Participant Reaction Questionnaire - Blank
Participant Reaction Results

Participant Reaction Results Cumulative
Participant Reaction Results Summary
Trainings Requiring Evaluation

B R e e N R

TheNon-Compliancereportoptionis located in the rightolumnof the
Evaluation Reportscreen that appears when thealuation menu option is
selected.

To run theNon-Compliancereportfrom theEvaluation Reportscreen that appears
when theEvaluation option is selected from the MaMenu:

1. Click theNon-Complianceradiobutton. Thereport desigrscreen appears:
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™ Evaluation Reports

Level I: Participant Reaction Level Il: Knowledge Gain
" Mon-Compliance " Test Questions & Answer Key
(" Participant Reaction Open-ended Responses * Non-Compliance
" Participant Reaction Questionnaire (" Trainee Specific Answer Form
" Participant Reaction Questionnaire - Blank " Training Specific Answer Form - Blank
" Participant Reaction Results " Training Test Booklet
"~ Participant Reaction Results Cumul ative ™ Test Results
" Participant Reaction Results Summary ™ Test Results Cumulative
{" Trainings Requiring Evaluation {” Test Results Summary

View Report

Done |

2|

2. Click theView Report button located in the lower right portion of the scréldre
report preview screen appears similar to the following:

e Thenavigational arrovbuttansin the report toolbar can be used to navigate
the report paged he leftmost arrow takes you to the first page. The rightmost
arrow takes you to the last page. The inside arrows take ybapoevious
and next pages.

e Use theZzoom drop-down to changéhe magnification of the report for
viewing.
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