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STARS for Trainirfgroviders
About the STARS Wdinsed Program for Trainingroviders

The Office for Children and Family Services (OCFS) and the Office of Temporary Disability Assistance
(OTDA) has worked closely with The Center for the Dpuednt of Human Services (CDHS) to develop a
web-based program that is accessible via the World Wide ¥rebdirectly through the CONNECTIONS
network. TheSTARfSatewide Training Automated Registration System) web-based progranfor
trainingprovidersoffers several benefits:

1 RealTime Training RegistratiarPromotes a paperless process that allows agencies to register
staff online for all OCFS and OTDA funded training

1 UserFriendly FeaturesDesigned to ease the registration process; and

1 Reports Immedate access to training reports

STARS allowsaktime registration processing, which means that when a user submits a registration
request for a Statesponsored training, the provider immediately has access to the registration
information and can processaccordingly.

TheState Training Registration Process
The following steps describe tis¢ate training registration process:

1. State staff enters agencies into the system. Once an agency has been entered into the system,

designated staff{rainingCoordnators) can register members of its staff for training.

The agency receives a StHdsand Password that must be used to access the system.

3. A statesponsored course is entered into STARS by the state training provider, including the specific

days, timesand locations of its offerings.

The state training provider announces the staf@nsored training.

Agencies enter and register staff for stedponsored training. Before an agency can register a staff

member for any training, some basic information abthe staff member must be entered into

STARS one time by the agency.

STARS wilkmail training confirmation memos for all participants registered for the class.

The state training provider conducts stegponsored training.

The state training provider uptkss training attendance.

The state training provider closes the training file.

0. Training reports are generated and used to assess the success of training deliveries and to track staff
participation in the training.

N

ok

B©O©o~NS

WhichInternet Browser to Use

The STARBaining Registration program should be accessed Wtdrnet Explorer6 or above. Controls
will not function properly in other browsers, such as Netscape and Ofetaning Internet Explorer 8
or 9, Compatibility View should be enabled.
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The Best Seen Resolution

The STARS program is optimized to be displayed at a screen resoluti@zdot 76&r higher. If your
computer is running at a resolution of 800 x 600 or below, you will have to scroll horizontally and
vertically on many of the screenoywill also not be able to view as much of the screen as you would
at 1024 x 76®r higher

STARS Website

The address of the STARS websitdts//stars.bsc-cdhs.org The STARS portal contaias menus:

Home,! / { O! RYAYAAUGNIGAZ2Y F2NJ/ KAfRNBYQa ,lo&NIBAOS&0L X
Districts,OTDA, Public Agenci@gaining Providers, Voluntary Agencies, Connectiand STARS

Support Hover your mouse over theraining ProviderByperlink am a popup menu will appear which

you can use to navigate through the website.

Hover your mouse over the Training Providers hyperlink and a popup menu will appear which you can
use to navigateThe Training Providers menu contains two sub menus:

1 OnlineApplications
9 Tutorials and Documentation

Under the Online Applications menu, you will find links to the following online programs:

STARS RegistratianThis program is used to document training deliverables.
Register for Other Provider TrainingThisprogram allows you to sign on as your provider
F3SyO& FyR NBIAAGSNI @2dzNJ 1 3Syo0eqQa aidlFF F2NJ 4N
providers and for which your agency meets the target population criteria.
Online Training Attendance Thisprogram dlows trainers to record training attendance online.
Provider Training Calenday This progranis used to search for statgponsored trainings and
view the training details.
9 iLinc Evaluationg This progranis used to administer the pretest and/or posttamline for
iLinc training.
1 Classroom Evaluations This programs used to administer the pretest and/or posttest online
for classroom training.
1 Level Il Request Trainee Password his progranis used to produce a report containing the
trainee passwais for tests with ID for classroom training.

1
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Tutorials and Documentation

Under theTutorials and Documentatiomenu, you will find links to the STARS Provitleb Based

Quick StartSTARS FAQ for Training Providers, Managing Logins for STARS Uses, Aczioimy

Attendance Tutorial, Training Attendance Guide, Training Attendance FAQ, Provider Training Calendar
Guide, and Level Il Evaluation Guide.

The Training Providers meilso contains a link to the Log of Program Updates. This file documents
changes that were made to the STARS Provmlegram and the release dates.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org


http://stars.bsc-cdhs.org/
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Adobe Reader

Adobe Reader is required in order to view reports. If your machine is not already running Adobe Reader,
@2dz Oly 200Gl Ay GKS LMR/AN.adobe.dom.! R265SQa 6So0aAdGSy

Obtaining Technical Support

The best way to obtain STARS technical support iswiaileto starssupport@bseadhs.org Please be

sure to include a detailed desption of the problem or question. Technical staff at CDHS will research
your problem and enail back a solution, or if necessary, will contact you via phone. If the nature of your
problem requires immediate assistance, please(&8l0) 4133210 An onlinetutorial has also been
developed to help guide you through the registration process.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org


http://www.adobe.com/
mailto:starssupport@bsc-cdhs.org
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Logging onto STARS

1. On your desktop, doublelick the Internet Explorer icon.

2. The Internet Explorer browser opens and your home page displays.
3. In theAddressling, enterhttp://stars.bsc-cdhs.org

|§, http://stars. bsc-cdhs. orgf | || | X

4. Press the Enterdy. The STARS website displays.

/€ Statewide Training Automated Registration System - Microsoft Internet Explorer provided by CDHS =" X
e Q | @] http://stars.bsc-cdhs.org/ i *§ Google L |
. 3 e ———— e pooe— —
x Gougle v |*J Search|~|- More»  _ Signln % ~
I|: sl Favorites 5% @] Free Hotmail @ Suggested Sites v @& Web Slice Gallery v Search
| @ Statewide Training Automated Registration System ‘ f2 v B v = d v Pagev Safety~ Toolsv @~ i
New York State JL"‘CDHS
- £1g
Office of

Center for Development

: ami i ¢ Automate: an Service
Children & l‘d“’lll)v ’ ) ‘“m[ ‘\. sk Homate of Human Services
ke ey Rescarch Foundation of SUNY

Services Buffalo State College

Home

ACS »

HRA »

Local Districts » to the Statewide Training Automated Registration System website. Hover your mouse
over the button to the left that corresponds to your agency type. The name of the agency type

OTDA r selected will turn green and be underlined. A popup menu will appear for the selected agency

Public Agencies R type which you can use to navigate through the website.

Training Providers > NOTE:

. il If the popup menu does not work for you, please click here.
Voluntary Agencies 4
Connections

STARS Support

© 2011 Research Foundation of SUNY/BSC/CDHS

€ Internet | Protected Mode: Off ‘g v ®100% ~


http://stars.bsc-cdhs.org/
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5. SelectTraining Providers> Online Applications > STARS Registration
The STARS login page displays.

User Name:

Password: |

Log In

Contact Us ©1997 - 2010 CDHS/Research Foundation of SUNY/BSC/CDHS

5. Inthe STARS IDox, type your assignddser Name (You must place your cursor in tbser
Namefield to begin.)

6. Inthe Passwordbox, enter your password.

7. Click theLogln button. The STARRoviderMenu appears.

ance  Utilities  User Accounts  Logout

STARS Provider Application

Moving through the STARS application is easy. Tabs across the top of the page are used to access
different groups ofelatedactivities.Select a tab t@ccess its group of related activities.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Changing Your Password

You may change your STARS password at any time by usi@gahge Your Passwoaption on the
User Accountsab. If your pasword is resetyou will be required to change your passwone next
time you log onto STARS.

To change your STARS password:

1. OntheUser Accountsab, selectChange Your Passwardhe Change Password form appears
similar to the following:

Change Password
Please enter your old password followed by the new password.

UserlD lisaz@bsc-cdhs.org
Current Password

Mew Password

Confirm New Password

Change Password

2. Enter your old password in téurrent Passwordield.

3. Enter your new pssword in theNew Passwordield, and once again, in theonfirm New
Passwordield.

4. Click theChange Passwordutton. The Change Password form indicates your password has
been successfully changed as the following example illustrates:

Change Password
Please enter your old password followed by the new password.

UserlD lisaz@bsc-cdhs.org
Current Password

Mew Password

Confirm New Password

Change Password

Your password has been successfully changed. Click here to go to home page

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Managing Logindor STARS User Accounts

Only users that are designated wiBuper Userights may manage logins for STARS user accounts. The
Super User can add STARS users accounts, assign projects to STARS users, reset passwords, deactivate
accounts, and set users asper Users

Adding a STARS User Account

The Super User can set up STARS user accounts by uditgnige All Loginsption on theUser

Accountstab. This option is only visible to the Super Usepersonnel profile containing a validvail

address mussalready exist for each STARS user.

To add a new STARS user account:

1. OntheUser Accountgab, selectManage All LoginsThe user accounts screen appears similar
to the following:

Personnel with login rights

| 4 | Add new user

Last Name | First Name | LeginlD | Last Legin | SuperlUser | Deactivated Projects Allocated to
Daponte Mark mdaponte@hunter.cuny.edu  5/5/2011
Devries Leah LDeVries@hunter.cuny.edu 5/5/2011 Mark Daponte
Rogers Geoffrey HunterAgeSuperlser 6/6/2011 v [+ | Assign New Project
Washington | Joyce Joycew @verizon.net Project Name

| Reset Password | | Deactivate Account | Set As SuperlJser | H3A0L

LD5TO1
MDI01
PSAOL

X M M

2. Click theAdd new usetink in the upper left portion of the grid hE Add New User screen
appears similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Add Mew User »

Please highlight/select a User that you want to
give access to

First Mame M.I Last Mame
Vicki L Bryan
Tedra Cobb
Shoshanna Cogan
Bewverly Collier
Rose Dobroff
Pamela Edstrom
Paul Fleischmann
Steven lones
Mancy Leblanc
Paul Leblanc
Wl «f[1f2 3> |[»] Pagesize 10 ~
- 23 items in 3 pages

| &dd || Cancel |

By default, STARS Users are sorted by Last Name.
You can search for a user by using the filters associated with the following fields:

9 First Name
9 Last Name

3. Enter the search criteria into th&ext box field(spand press Enter. The information table updates

to show only the results that match the filter criteria you entered, as illustrated in the following
example.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Add New User [ 2 |

Please highlight/select a User that you want to
give access to

First Mame ML Last Mame
jones
Steven lones
| Add || Cancel |

4. Highlight the user that you want to give access to.

5. Click theAdd button. A popup message indicates that the user has been given access to the
STARS Provider web application. It also indicates the password for this user and reminds you to

assign the project plan to the user.

6. Click theOKbutton on this message. Next, you vafisign the project plan to the user.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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The Super User can assign a project plan to a STARS user account by idamateAll Loginsption
on theUser Accountsab. This option is only visible to the Super User.

To assign a project plan to a STARS user account:

1. OntheUser Accountgab, sekct Manage All LoginsThe user accounts screen appears similar

to the following:

Personnel with login rights

| 4 | Add new user

Last Name | First Name | LeginlD

| Last Login | SuperlUser | Deactivated

Daponte Mark mdaponte@hunter.cuny.edu  5/5/2011
Devries Leah LDeVries@hunter.cuny.edu 5/5/2011
Rogers Geoffrey HunterAgeSuperlser 6/6/2011 v

Washington | Joyce joycew @verizon.net

| Reset Password | | Deactivate Account | | Set As SuperlUser

Projects Allocated to

Mark Daponte

| + | Assign New Project

Project Name
HSADL
LD5TO1
MDI01

PSANL

XM MM M

By default STARS Users are sorted by Last Name. Howevectaypaapply a sort to any difie

columns inside the grid by clicking the column heading.

2. Highlight the user for which you want to assign a project.

3. Click theAssign New Projedink. The Assign New Project screen appears similar to the

following:

Assign Mew Project

X

Select a Project Plan

Choose Project Plan | ACFO1

| Add || Cancel |

4. Select a project plan using tlverresponding droglown list.

5. Click theAdd button. A popup message indicates that the project plan has been added for the

user.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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6. Click theOKbutton on this message. If you wish to add more projects for the selected user,
repeat the previous steps.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Resetting the Password for a STARS User

The Super User can reset the password for a STARS user account by usiagape All Loginsption
on theUser Accountsab. This option is only visible to the Super User.

To reset the password for a STARS useoant:

1. OntheUser Accountgab, selectManage All LoginsThe user accounts screen appears similar
to the following:

Personnel with login rights

| 4 | Add new user

Last Name | First Name | LeginlD | Last Login | Superl)ser | Deactivated Projects Allocated to
Daponte Mark mdaponte@hunter.cuny.edu  5/5/2011
Devries Leah LDeVries@hunter.cuny.edu 5/5/2011 Mark Dapontc
Rogers Geoffrey HunterAgeSuperlser 6/6/2011 v [ | Assign New Project
Washington | Joyce joycew @verizon.net Project Name

| Reset Password | | Deactivate Account || SetAsSuperlUser | HS5ADL

LD5TO1
MDI01
PSADL

XM MM M

By default STARS Users are sorted by Last Name. However, you can apply a sort to any of the
columns inside the grid by clicking tbelumn heading.

2. Highlight the user for which you want to reset the password.

3. Click theReset Passworbutton. A popup message indicates that the password was reset for
the user. It also indicates the password for this user.

4. Click theOKbutton on thismessage. You should inform the user about the change. The user will
have to change the password the next time he/she logs onto STARS.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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The Super User can deactivate a STARS user account by usventge All Loginsption on theUser

Accountstab. This option is only visible to the Super User.

To deactivate a STARS user account:

1. OntheUser Accountgab, selectManage All LoginsThe user accounts screen appears similar

to the following:

Personnel with login rights

| 4 | Add new user

Last Name | First Name | LeginlD

| Last Login | SuperlUser | Deactivated

Daponte Mark mdaponte@hunter.cuny.edu  5/5/2011
Devries Leah LDeVries@hunter.cuny.edu 5/5/2011
Rogers Geoffrey HunterAgeSuperlser 6/6/2011 v

Washington | Joyce joycew @verizon.net

| Reset Password | | Deactivate Account | | Set As SuperlUser

Projects Allocated to

Mark Daponte

| + | Assign New Project

Project Name
HSADL
LD5TO1
MDI01

PSANL

XM MM M

By default STARS Usease sorted by Last Name. However, you can apply a sort to any of the

columns inside the grid by clicking the column heading.

2. Highlight the user you want to deactivate.

3. Click theDeactivate Accounbutton. A popup message indicates that the user hasee

deactivated.

4. Click theOKbutton on this message.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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The Super User can set a STARS user as a super user by uslagage All Loginsption on theUser

Accountstab. This option is only visible to the SupeelUs

To set a STARS user as a super usetr:

1. OntheUser Accountgab, selectManage All LoginsThe user accounts screen appears similar

to the following:

Personnel with login rights

| 4 | Add new user

Last Name | First Name | LeginlD

| Last Login | SuperlUser | Deactivated

Daponte Mark mdaponte@hunter.cuny.edu  5/5/2011
Devries Leah LDeVries@hunter.cuny.edu 5/5/2011
Rogers Geoffrey HunterAgeSuperlser 6/6/2011 v

Washington | Joyce joycew @verizon.net

| Reset Password | | Deactivate Account | | Set As SuperlUser

Projects Allocated to

Mark Daponte

| + | Assign New Project

Project Name
HSADL
LD5TO1
MDI01

PSANL

XM MM M

By default STARS Users are sorted by Last Name. However, you can apply a sort to any of the

columns inside the grid by clicking the column heading.

2. Select the user you want to set as a super user.

3. Click theSet AsSuperUsebutton. Apop-up message indicates that the user has been set as a

super user.

4. Click theOKbutton on this message.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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Updating the Agency Profile

The agency profileption allows you to view and update agency information, including agency name,
address, phone number, fax numbeand primary contactThe agency information is accessedusing
the Agency Profileoption on theUtilities tab.

To update the agency profile:

1. On theUtilities tab, selectAgency Profile The Agency Profile screen appears similar to the
following:

Agency Profile

Update Agency details
Agency Name |SUC Buffalo - COHS
Address |Buff State College-1695 E
City | Buffalo M

Postal Code [14207-0000
Phone (716) 876-7600
Postal Code 0__
Fax |(716) 796-2202
Agency Type |Private Hum Svc Agencies =
Primary Contact | Fildes, Diana -

| Save |

2. Make changes to the information as necessary.

3. Click theSavebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Changingthe Active Agency

Ceatain options that are part of the Data Maintenance tab allow the user to change the active agency. By
default, the active agency ike training provider Changing the active agenbgcomes necessary when

the training provider needs to adalrecord for aragency thatdoes not haveccess to STARBr

whatever eason The following steps for selecting the active agency are applicable to the Job Titles, Job
Units, and Personnel options.

Tochangethe active agency

1. On theData Maintenanceab, select onef the following optionsJob TitlesJob Units or
Personnel

2. Inthe Ative Agency section, click the link thhangethe agencyThe link appears similar to the
following:

Active Agency
SUC Buffalo - COHS {click to change agency)

Upon clicking the linkhie Select an Agency field appears

Active Agency
Select an Agency:

| YPE QgeEnCy NQme -

Change Agency Reset

3. Putyour cursoin the field and enteat least three letters of the agency nanihe dropdown
list displays results which match the characters you entered:

Active Agency

|
Select an Agency: hewalternati*.fes for children e
c Agency City
Mew Alternatives For Children, Inc. Mew York

4. Select the name of the agency that you want to set as the active agency.

5. Click theChange Agenclutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Verifying the Job Unit Exists

The JobUnitisan organizational component to which personnel and courses are assignedob Unit
fieldis part of the personnel profile and should reflect the unit to which staff is assignedisgopart of
the caurse profileand shouldeflect the unit or training department that is delivering the instruction
Before adding aersonnel record or aourse you shouldirst verify thatthe job unitexists.

1. On theData Maintenanceab, selectlob Units The Job UnMaintenance screen appears
similar to the following:

Job Unit Maintenance

Active Agency
Brookdale Ctr for Healthy Aging & Longev {click to change agency)

| 4 | Add new Job unit

Descripticn

Management Practices

I Administration

I Administrative & Behavioral

d Adult Care Facilities

I Adult Protection & Adult Services
I Aging

I Consultant

I Evaluation

I Homeless

d

d

Managerial Training

il «|[1]2 > [|»| Pagesize:/10 ~

2. If the desired agency name is not shown in the Active Agency field, change this by performing
the stepspreviouslydescribed in the sectionamedChanging the Active Agency

3. Job units are sorted phabetically. You can search for the job unit quicklgimeringits
descriptionin the Description text box and pressing EntEne information table updates to
show only the results that match thgescriptionyou entered, as illustrated in the following
example:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Job Unit Maintenance

Active Agency
Brookdale Ctr for Healthy Aging & Longev {click to change agency)

| 4 | Add new Job unit

Description

evaluation

./’ Evaluation

1 If the unit exists, you may proceed to enter tbeurse. See the section naméadding a Course

1 If the job unit was not found, you will need to add it. See the following section naudduhg a
Job Unit

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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To add a job unit
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1. On theData Maintenanceab, selectlob Units The Job Unit Maintenance screen appears

similar to the following:

Job Unit Maintenance

Active Agency

Brookdale Ctr for Healthy Aging & Longev {click to change agency)

[+ [Add new Jlob unit

Descripticn

Administration

Administrative & Behavioral
Adult Care Facilities

Adult Protection & Adult Services
Aging

Consultant

Evaluation

Homeless

Management Practices

NN NN NN N NN

Managerial Training

||“||4||1|2|P||H| Pagesize: 10 ~

2. If the desired agency name is not shown in the Active Agency field, change this by performing
the steps previously described in the seathamedChanging the Active Agency

3. Click theAdd new Job Unitink in the upper left portion of the grid. The Add new Job Unit form

appears:

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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Add Job Unit

.

Add Job Unit
Description:

| Save || Cancel |

4. Enter the Job Unit in thBescriptionfield.
5. Click theSavebutton. A popup message indicatakat the job unit was inserted.

6. Click theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Viewing/Editing a Job Unit
Toview/edit a job unit:

1. On theData Maintenanceab, selectlob Units The Job Unit Maintenance screen appears
similar to the following:

Job Unit Maintenance

Active Agency
Brookdale Ctr for Healthy Aging & Longev {click to change agency)

| 4 | Add new Job unit

Descripticn

Management Practices

I Administration

I Administrative & Behavioral

d Adult Care Facilities

I Adult Protection & Adult Services
I Aging

I Consultant

I Evaluation

I Homeless

v

v

Managerial Training

|| «f[1|2|»||»| Pagesize 10 ~

2. If the desired agency mae is not shown in the Active Agency field, change this by performing
the steps previously described in the sectimmmedChanging the Active Agency

3. Job units are sorted alphabetically. You can searcthéojob unit quickly byentering its
descriptionin the Description text box and pressing Enter. The information table updates to
show only the results that match the description you enteraslillustrated in the following
example:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Job Unit Maintenance

Active Agency
Brookdale Ctr for Healthy Aging & Longev {click to change agency)

| 4 | Add new Job unit
Description
evaluation

./’ Evaluation

4. Click the pencil ico #" in the row which contains the job unit youant to view/edit. The
Insert/Edit Job Unit form appears similar to the following:

Edit Job Unit [ X |

Edit Job Unit

Description: Evaluation

| Update || Cancel |

5. Make changes as needed.

6. Click theUpdatelink to save the changes. A pop message indicates that the job unit was
updated.

7. Click theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Dekting a Job Unit

It is not possible to delete a job unit that has personnel records and/or courses associated with it.
However, if a job unit is added in error and no personnel records and/or courses have been associated
with that job unit, it is possibleo delete the job unit by performing the steps outlined below.

To delete a job unit:

1. On theData Maintenanceab, selectlob Units The Job Unit Maintenance screen appears
similar to the following:

Job Unit Maintenance

Active Agency
Brookdale Ctr for Healthy Aging & Longev {click to change agency)

| 4 | Add new Job unit

Descripticn

Management Practices

I Administration

I Administrative & Behavioral

d Adult Care Facilities

I Adult Protection & Adult Services
i Aging

i Consultant

i Evaluation

i Homeless

d

d

Managerial Training

||« |22 |»|{m]| Pagesize: 10 ~

2. If the desired agency name is not shown in thevicf\gency field, change this by performing
the steps previously described in the sectirmmedChanging the Active Agency

3. Job units are sorted alphabetically. You can search for the job unit quickly by entering its
description in the Description text b@nd pressing Enter. The information table updates to
show only the results that match the description you entered, as illustrated in the following
example:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Job Unit Maintenance

Active Agency
Brookdale Ctr for Healthy Aging & Longev {click to change agency)

[+ [Add new Job unit
Description
evaluation

/ Evaluation

4. Click the delete ico & in the rowwhich contains the job unit you want to delete. A pop
messgeindicates the job unit was deleted

5. ClickOKon this message

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Verifying the Job Title Exists

Thelob TitleA & G KS yI YS GKIG NBLNBaSyida | LISNE2yQa SYLX 2
records are assigned. The job title drdpwn is part of thepersonnel profile. Before adding a personnel

record, you should verify that the job title exists in the Job Title Maintenance screen.

1. On theData Maintenanceab, selectlob Titles The JolTitle Maintenance screen appears
similar to the following:

Job Title Maintenance

Active Agency
SUC Buffalo - COHS (click to change agency)

|4k| Add new lob Title

Descripticn

| |

Account Clerk
Accountant I
Accountant IV
Accounting Manager
Adrmn, Director CW2
Adrmin Assistant I
Adrmin Assistant I
Adrmin Staff Ascistant

Admin, 5taff Asst, I

I;\\i- I;\\i- I;\\i I;\\i I;\\i I;\\i I;\\i I;\\i I;\\i I;\\i
XM M M M M M M M X

Administrative Analyst

{4 || 4 I|E|2 345678910 .|r| M| Pagesize 10 ~ 224 items in 23 pages

Job titles are sorted alphabetically.

2. If the desired agency name is not shown in the Active Agency field, change this by performing
the steps previously described in the section nan#thnging the Active Agency

3. You can search for the job title quickly éntering its description in the Description text box and

pressing Enter. The training information table updates to show only the results that match the
description you entered, as illustrated in the following example:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Job Title Maintenance

Active Agency
SUC Buffalo - COHS {click to change agency)

|4k | Add new lob Title

Descripticn

administrator || 5 |

rd Administrator F A

If the job title exists, you magroceed to enter the personnel record. See the section nafeding
a Personnel Recart the job title was not found, you will need to add it. See the following section
namedAdding a Job Title

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Adding a Job Title
To add a job title:

1. On theData Mantenancetab, selectlob Titles The JolTitle Maintenance screen appears
similar to the following:

Job Title Maintenance

Active Agency
SUC Buffalo - COHS {click to change agency)

|4k| Add new lob Title

Descripticn

[ |

Account Clerk
Accountant I
Accountant IV
Accounting Manager
Adm. Director CW2
Admin Assistant I
Admin Assistant I
Admin Staff Assistant
Admin. Staff Asst. I

NSNS N NN NN YN
XXX X X X XM X X X

Administrative Analyst

|| «|l1]2 34567 8910 .. »| M| Pagesizes 10 ~  224itemsin 23 pages

2. If the desired agency name is not shown in the Active Agency field, change this by performing
the steps previously described in the section nardthngng the Active Agency

3. Click theAdd new Job Titldink in the upper left portion of the grid. The Add Job Title form
appears:

Add Job Title 3

Add Job Title

Descriptiun:|

| Save || Cancel |

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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4. Enter the Job Title in the Description field.
5. Click theSavebutton. A popup message indicates that the new job title wakled.

6. Click theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Viewing/Editing a Job Title
To view/edit a job title:

1. On theData Maintenanceab, selectlob Titles The JolTitle Maintenance screen appears
similar to the following:

Job Title Maintenance

Active Agency
SUC Buffalo - COHS {click to change agency)

|4p| Add new Job Title
Descripticn
| 5 |

g Account Clerk x
g Accountant I x
g Accountant IV x
7 Accounting Manager X
g Adrn. Director CW2 b 4
g Adrmin Assistant I b 4
g Adrin Assistant I b 4
../’ Admin Staff Aszistant x
& Admin. Staff Asst. 1T x
e Administrative Analyst A
| 4] 4 I|E|2 345678910 .|r| M| Pagesize 10 =~ 224 items in 23 pages

Job titles are sorted alphabetically

2. If the desired agency name is not shown in the Active Agency field, change this by performing
the steps previously described in the section nardringing the Active Agency

3. Locate the job title you want to view or edit. You can search for the jtebditickly by entering

its description in the Description text box and pressing Enter. The information table updates to
show only the results that match the description you entered.

4. Click the pencil ico #"in the row which contains the job title you watat view/edit. The Edit
Job Title form appears similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Edit Job Title »

Edit Job Title

Description: | Administrator

| Update || Cancel |

5. Make changes as needed.

6. Click theUpdatebutton to save the changes. A polp message indicates that the job title has
been updated.

7. Click theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Deleting a Job Title

It is not possible to delete a job title that has personnel records associated with it. However, if a job title
is added in error and no personnel records and/or courses have been associated with that job title, it is
possible to delete thgob title by performing the steps outlined below.

To delete a job title:

1. On theData Maintenanceab, selectlob Titles The JolTitle Maintenance screen appears
similar to the following:

Job Title Maintenance

Active Agency
SUC Buffalo - COHS (click to change agency)

|4p| Add new Job Title
Descripticn
| 5 |

g Account Clerk x
g Accountant I x
g Accountant IV x
i Accounting Manager X
g Adrmn, Director CW2 K
g Adrmin Assistant I K
g Adrmin Assistant I K
g Adrmin Staff Ascistant K
& Admin. Staff Asst. 1T X
e Administrative Analyst X
| 4] 4 I|E|2 345678910 .|r| M| Pagesize 10 =~ 224 items in 23 pages

Job titles are sorted alphabetically.

2. If the desired agencyame is not shown in the Active Agency field, change this by performing
the steps previously described in the section nan#thnging the Active Agency

3. Locate the job title you want to delete. You can search for the job title quickly by entering its

desaiption in the Description text box and pressing Enter. The information table updates to
show only the results that match the description you entered.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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4. Click the delete ico & in the row which contains the job title you want to delete. A pgp
message indiates the job title was deleted.

5. Click theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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ThePersonneloption on theData Maintenanceab allows you to enter demographic information about
agency staff into the STARS database. A personnel record fif pesison must be enteredne time

into the STARS database before that person can be registered for state or local trainingefaisoa
course is added, a training provider must verify thaiersonnel recorthas been entered for both the

course contat andtrainer, since the course contact information is required when adding the course and

the trainer is selected when scheduling training.

Note: Training poviders are not able to modify or add personnel records for other training providers,

state offices or local DSS offices.

Finding a Personnel Record

1. On theData Maintenanceab, selectPersonnel The Personnel Maintenance screen appears

similar to the following:

Personnel Maintenance

Active Agency
SUC Buffalo - COHS (click to change agency)

Scope

@ Active () All Agencies

| + | Add new Personnel
First Name Last Mame Agency Userld Active
v

ra Anthony Antonucci 5UC Buffalo - CDHS v x
7 Susan Appleby SUC Buffalo - COHS v A
ra Jacquelyn Arnold 5UC Buffalo - CDHS v x
ra Charles Bachman 5UC Buffalo - CDHS W F.
ra Michelle Barbarossa 5UC Buffalo - CDHS W F.
_/‘ Marianne Barber SUC Buffalo - CDHS v x
ra Christine Barberio 5UC Buffalo - CDHS W F.
_/‘ Geraldine Bard SUC Buffalo - COHS v !
_/‘ Michael Barron SUC Buffalo - CDHS xm5E63 v A
P Michelle Battisti 5UC Buffalo - CDHS v A
| W 42 |E| 345678910 .|[r| M| Pagesize 10 ~ 372 items in 38 pages

By default, personnel are sorted by Last Name. However, you can apply a sortbtaayolumns
inside the grid by clicking the column heading.

2. If the desired agency name is not shown in the Active Agency field, change this by performing
the steps previously described in the section nandtinging the Active Agency

3. Locate the persnnel record you want to view or edit. You can search for a person quickly by
frad yryS Ay GKS [ a

SYGiSNAYy3a (KS LISNEZ2Y Q&
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table updates to show only the results that match the filter
the following example.

Personnel Maintenance

Active Agency
SUC Buffalo - CDHS (click to change agency)

Scope
© Active () All Agencies
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criteria you entersdl)astrated in

| + | Add new Personnel

First Name Last Name

Agency

Userld Active

zdon

L]

Lisa Zdon SUC Buffalo - CDHS

lisazdon

To perform auniversalsearch for a person:
1. Select theAll Agenciegadio button.

Scope
) Active @ All Agencies

First Name
Last Name

UserlD
| Search |

2. Enter the First Name, Last Name, and/or User ID.

3. Click theSearchbutton.

STARS Technical Support: (800}3A1)
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Adding a Personnel Record

1. Before adding a persmel record, you should verify that a record does not already exist by
performing the steps previously described in the section nafieding a Personnel Record

2. If the personnel record does not already exist, clickAldel new Personnéink in the uppeieft
portion of the grid. The Add Personnel form appears similar to the following:

Add Personnel x

Personal Info [ Educational Info I lob Info I Functional Area I Additional Info ]

Salutation (Select a =salutation) A

Agency Brookdale Ctr for Healthy Aging & Longev
First Mame

Middle Initial

Last Mame

_'Male ) Female

Gender

Address

City (Mot Defined) -
Postal Code _

Phone -

Phone Extension

| Sawve || Cancel |

Use the information in the following table to interpret the form.

Field Name Description

Salutation This field is optional. Options available for selection incl@teef,
DDS, Doctor, Esq., Honorable, Jr., Major, MD, Minister, MPH, Pas
Reverend, RN BSN, Sister, Sr, and Sr.

First Name Given name
Middle Initial First letter of middle name
Last Name Surname, family name

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Gender Male or Female

Address Office addess

City Metropolis, municipality

Postal Code Zip code

Phone Office phone number

Phone Extension Phone extension

Degree/Major Education level

Degree Description Concentration of study

Status Indicates whether the person is working or no longer wagkior the
agency. The options are Active or Inactive.

Staff Type Organizational category.

Hired Date that employment began

Job Type Occupational category

Job Title blFYS GKFG NBLINBASYGa I LISNBR2Y(

Unit Organizational component twhich courses and people are assigne(

Email Email address to which STARS notifications should be sent

Supervisor check box

If the person is a supervisor, you would put a check in the box for t
field.

Trainer

If the person is an instructor, you woybdit a check in the box for thig
field.

Supervisor drop down

Names that are flagged as supervisors become part of the Supervi
drop-down from which you can specify the supervisor for a staff
record.

UserlD

New York State Directory Services (NYSDS) ID

Functional Areas 1,2 & 3

Represents the job functional area group within the agency. This ig
Statedefined field. Up to three areas may be defined. At least one
required.

Notes

Additional comments you may wish to add, such as additional cont

information

3. Enter the personnel information in each tab, making sure to use the-down lists where

applicable.

4. Click theSavebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Viewing/Editing a Personnel Record

1. Locate the personnel record by performing the steps previously described indtiersaamed
Finding a Personnel Record

2. Click the pencil ico #"in the row which contains the personnel profile you want to view/edit.
The Edit Personnel form appears similar to the following:

Edit Personnel k]

Personal Info [ Educational Info I lob Info I Functional Area I Additional Info ]

Salutation (5elect a salutation) -
Agency Brookdale Ctr for Healthy Aging & Longev
First Mame Marie

Middle Initial 5
Last Wame Antoine

_'Male @& Fermnale

Gender
425 East 25 Street
Address
City Manhattan hd

Paostal Code 10010-0000
Phone (0007 000-0000

Phone Bxtension

| Update || Cancel |

Use the information in the following table to interpretdtform.

Field Name Description

Salutation This field is optional. Options available for selection include: Chief,
DDS, Doctor, Esq., Honorable, Jr., Major, MD, Minister, MPH, Pas
Reverend, RN BSN, Sister, Sr, and Sr.

Agency Agency name
First Name Given name
Last Name Surname, family name

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Address Office address

City Metropolis, municipality

Postal Code Zip code

Phone Office phone number

Degree/Major Education level

Hired Date that employment began

Job Type Occupational category

Job Title NaYS GKFdG NBLINBaSyida | LISNAR2Y Q:
Job Change Reason for alteration of employment status

Unit Organizational component to which courses and people are assign
Email Email address to which STARS notifications should be sent

Notes Additional comments you may wish to add, such as additional cont

information

3. Make changes as needed.

4. Click theUpdatebutton to save the changes.

STARS Technical Support: (800}3A1)

Email: starssupport@bsamihs.org
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Deleting a Personnel Record

It is not possible to delete a personnel record that has training attendesmsds associated with it.
However, if a personnel record is added in error and no trainings have been associated with that
personnel record, it is possible to delete the personnel record by performing the steps outlined below.

1. Locate the personnel recdiby performing the steps previously described in the section named
Finding a Personnel Record

2. Click the delete ico # in the row which contains the personnel record you want to delete. A
pop-up message asks you to confirm that you are sure you wantlet@ the record.

3. ClickOKon this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Adding a Course

TheManage Coursemenu option on theTraining Managementab is used to add, edit, and view
course offerings associated wigtate training contracts.

To add a new course, please perform #teps outlined below. If you need to add a course that is the .
aryYS a GKS LINS@GA2dza @SINE LI SFHasS 32 (2 (GKS ySED

Toadd a course

1. On theTraining Managementab, selectManageCourses The Manage Course screen appears
similar to the following:

Manage Courses

Year Projects
2011 - CCos -
|+ | Add new Course

Course Mame Course Content
# | Child Protective Services Response Training Child Protection e
# | Child Protective Services Response Training AUDIT Child Protection e
& | CPs Supervisory Core Module T A Casework Practices | &

Heower over a course name for mere details about the Course

| Model Course |

By default, courses are sorted by Course Name. However, you can apply a sort to any of the columns
inside the grid by clicking the column heading.

2. Using the corresponding dregiown lists, slect the year and projedor whichyou want to add
a course.

3. Before youproceed toadd a course, verify that it does not already exysu can search fathe
coursequickly by entering the course nanrethe Course Naméext box and pressingnter.
The information table updates to show lgrthe results that match theourse nameyou
entered If there are no matching courses, a status message will indicate this

4. If the course does not already exist for the selected year and projék,tbeAdd newCourse
link in the upper left portion bthe grid.A popup message asks whether this is a BT course:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Add Course

| >

Is this a BT Course? Yes (2 No

5. Make the appropriate selection:
a. If the course is funded by the Bureau of Training, select#ésradio button. This will
make the training visible to the target population.
b. If the courses not funded by BT, select tiNo radio button. The training will not be
visible to the target population.

TheCourseProfile appears similar to the following:

Add Course X
Enter new Course details
Courze Mame Course Code
Unit | administration -
Course Description Content | (Not Defined) -
Contact Type Contact’s name v
MNumber of Offerings
Maximurmn Trainees
Minimum Trainees
Target Population
Description
Project | ¢z -
Prerequisites
Save Cancel
Use the information in the following table to interpret the form.
Field Name Description
Course Name Name ofthe course as spelled out the contract
Course Description Summary othe course description ithe contract
Target Population Descriptior] Defined inthe contract. Might include region or worker type.
Prerequisites If there arerequirements, they are listed in the contract
Course Code Code that is listed in the component section of the contract
Unit Job unit as defined by the training provider and assigned to the co
Content Statedefined field and filter used by STAR®rs to hominate
participants for training

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Contact

Course contact person. The name, phone number, and email addr
of the contact is displayed in the training announcement and
confirmation memo.

Number of Offerings

The number of trainings/deliverieshich may be offered for the
course

Maximum Trainees

The largest number of trainees that can participat¢hi@etraining as
specified per the contract. The maximum numbétrainees
automatically carries over to any training event scheduled for that
course.

Minimum Trainees

The lowest number of trainees that are required by contract to run
training session. The minimum numbefrtraineesautomatically
carries over to any training event scheduled for that course.

Project

When BT Course = Yes, a projacist be selected

6. Enter the course information, making sure to use the diigwn lists where applicable.

7. Click theSavebutton. A popup message indicates that a new course has been added.

8. Click theOKbutton on this message.

STARS Technical Support: (800}3A1)
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Modeling a Course

TheModel Coursebutton that is part of theManage Coursescreen is used to model a course from the
previous year to the current year

Tomodela course:

1. On theTraining Managementab, selectManage CoursesTheManage Course screen appears
similar to thefollowing:

Manage Courses

Year Projects
2011 - CCo3 -
| + | Add new Course

Course Mame Course Content
# | Child Protective Services Response Training Child Protection A
# | Child Protective Services Response Training AUDIT Child Protection A
& | CPS Supervisory Core Module T A Casework Practices | &

Hewer owver a course name for mere details about the Course

| Model Course |

2. Using the corresponding dregiown lists, select the year, project, and couysel want to
model

3. Click theModel Coursebutton. The Model a Course screen appears similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org



STARS for Trainirgroviders| 41

Model a Course

Model Course on: STARS User Group Meetings

Course Name STARS User Group Meetings Course Code LDST06.3

Unit | Management Information !¥
Content | Systems Microcomputer ¥

Contact | Lisa Zdon v

Course Regular STARS Lecal User & Provider meetings.

Description

Mumber of Offerings 3
Maximum Trainees 40

Minimum Trainees 5
Target Population State training providers and local districts

Description

Project | CCO2 -

Frerequisites Mone

| Model Course |

4. Verify the information and if necessary, makenges, and then click tHdodel Courséoutton.

Model a Course
Course Modelled Successfully

You have successfully modelled 3 new Course. You may perform other tasks by using the navigation menu on the top. If you want to
view the list of courses please click on this link

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org



STARS for Trainirgroviders| 42

Editing a Course
To edit a course:

1. On theTraining Managementab, selectManage Coursefom the dropdown list. The Manage
Course screen appears similar to the following:

Manage Courses

Year Projects
2011 - CCos -
|+ | Add new Course

Course Mame Course Content
# | Child Protective Services Response Training Child Protection e
# | Child Protective Services Response Training AUDIT Child Protection A
& | CPS Supervisory Core Module T A Casework Practices | &

Heower over a course name for mere details about the Course

| Model Course |

2. Using the correspondingrop-down lists, select the year and project for which you want to edit
a course.

3. Locate the course you want to view or edit. When multiple courses are listed, yaeaech for
the coursequickly by entering the course name in the Course Name text bdxeessing Enter.
The information table updates to show only the results that matchdiwrse nameyou
entered

4. Click the pencil ico #  in the row which contains theourseyou want to view/edit.The Edit
Course Details form appears similar to the failog:
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& Family Engagement Specialist Training Casework Practices

Edit Course Details: Family Engagement Specialist Training

Course Name |Family Engagement Specialist Training Course Code |cC02.06
Unit | cw Common Core -
- Content ; -
Ceurse Description | CDHS Family Engagement Specialists provide training, =1 Casework Practices
technical assistance, and support to LDSS and Voluntary Contact | geiffer, Phyllis -

Agencies in their regions to enhance the capacity of

frontline caseworkers and supervisors to involve families =
and youth in the develepment of and implementation of Murmnber of Offerings 157
their service plan. In particular, the focus of their work is
on:

Maxirum Trainees (37

- Minimum Trainees |3

Target F'Dpullation Local district and veluntary agency caseworkers and
Description |supervisors.

BT Course @ Yes (7)Mo
Project | rrp2 -

Prerequisites |None.

Update Cancel

5. Make changes as needed.

6. Click theUpdatebutton to save the change# popup message indicates that the course details
have been updated.

7. Click theOKbutton on this message.
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Deleting a Course

It is not pssible to delete @ourse when associated trainings exist. However, if a course is added in
error and no trainings have been scheduled for that course, it is possible to delete the course by
performing the following steps:

1. On theTraining Managementab, selectManage Couses The Manage Course screen appears
similar to the following:

Manage Courses

Year Projects
2011 - CCos -
| + | Add new Course

Course Mame Course Content
# | Child Protective Services Response Training Child Protection A
# | Child Protective Services Response Training AUDIT Child Protection A
& | CPS Supervisory Core Module T A Casework Practices | &

Heower over a course name for mere details about the Course

| Model Course |

2. Using the corresponding dregiown lists, select the year and project for which you want to
deletea course.

3. Locate the course you want tielete. When multiple courses are listed, you caarch for the
course quickly by entering the course name in the Course Name text box and pressing Enter. The
information table updates to show only the results that match the course name you entered.

4. Clickthe delete icor # in the rowwhich contains theourseyou want to delete. A popip
messagesks you to confirm that you are sure you want to delete the caurse

5. ClickOKon this message.
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Addinga Test Name
TheManageTest option on theEvaluationtab allows you to add tst names.
To addatest name

1. Onthe Evaluationtab, selectManageTess. TheManageTess screen appears similar to the
following:

Manage Tests

Filters to select Test

Project: LDSTO06 A

|+ | Add new Test

Test Mame

STARS Local Training
STARS Provider Training
K4 STARS Voluntary Training

MM M oM

4 Test STARS User Group

2. Using the corresponding dregiown lists, select the year and project for which you want to add
a test.

3. Before you proceed to addtast, verify that it does not already exisBy default, tests are
sorted by Test Name.

4. If the test does not already exist for the selected year and project, clicAddenewTestlink in
the upper left portion of the grid. The Test form appears similar to tilewing:

Test

.

Add Test
Project: LDSTOE A

Test Mames:

| Save || Cancel |

5. Using the corresponding dregiown, select the Project and then enter the Test Name.
6. Click theSavebutton. A popup message indicates that the new test has been added.

7. ClickOKon this message.
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Editing a Test Name
TheManage Testoption on theEvaluationtab allows you to edit test names.
To edit a test name:

1. On theEvaluationtab, selectManage Testérom the dropdown list. The Manage Tests screen
appears similar to the following:

Manage Tests

Filters to select Test

Project: LDSTO06 A

|+ | Add new Test

Test Name

# | STARS Local Training X
7 STARS Provider Training X
# | STARS Voluntary Training X
7 Test STARS User Group A

2. Using the corresponding dregown lists, selecthe year and project for which you want to edit
a test.By default, tests are sorted by Test Name.

3. Click the pencil ico #" in the row which contains the test name you want to view/edlie
Edit Test form appears similar to the following:

Edit Test X

Edit Test
Projectld: | LDSTOG -
Test Mame: |STARS for ACS

| Update || Cancel |

4. Make change as needed.

5. Click theUpdatebutton to save the changes. A pojp message indicates that test details have
been updated.

6. ClickOKon this message.
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Deleting a Test Name

TheManage Testoption on theEvaluationtab allows you to delete test names.
Youcannot delete a test name that has already been administered.

To delete a test name:

1. On theEvaluationtab, selectManage TestsThe Manage Tests screen appears similar to the
following:

Manage Tests

Filters to select Test

Project: LDSTO06 A

| + | Add new Test

Test Mame

s

STARS Local Training
STARS Provider Training

N Ny

STARS Veoluntary Training

MM M oM

4

Test STARS User Group

2. Using the corresponding dregiown lists, select the year andgyect for which you want to
delete a testBy default, tests are sorted by Test Name.

3. Click thedeleteicon # in the row which contains the test nany®u want to delete A popup
message asks you to confirm that you are sure you want to delete the test.

4. ClickOKon this message.
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Adding Test Questions and Answers

The ManageQuestionsoption on theEvaluationtab allows you to add test questions and answers.
Questions should be entered in the order for which you want them to appear in the test bobkistis
very important since the question number cannot be changed. If a question is entered in the wrong
order, then the question and any questions which follow will need to be deleted in order to correct the
guestion number.

To addtest questions and@swers

1. On theEvaluationtab, selectManageQuestions The Manag&uestionsscreen appears similar
to the following:

Manage Questions

Filters to select Queastions

Project: CC02 - Test: CW/CPS Common Core -

Questions

| 4 | Add new Question

| MNumber | Question

| 5F |
PR What is the mission of child welfare? X
72 Which statement about case documentation is true? X
73 Which is a condition for sharing case information: F .
Par Which staternent about poverty is true? A

2. Using the corresponding dregown lists, select th@rojectandtest for which you want to add
test questions and answers

3. Click theAdd newQuestionlink in the upper left portion of the grid. The Add Question form
appears similar to the following:
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Add Question

[ 2

Question Mumber;

Question

Answers
Ma, of Choices offered:

01 ©2 O3 O4 D5 06

Correct Answer Answer Choices

| Save || Cancel |

4. Enter the question and answer information:
1 Type the giestion in theQuestionfield.

1 Specify the number of answeby selecting the arresponding radio buttonThe maximum
number of answers is six.

1 Type the answers in thénswer Choicefields.

9 Select the correct answer by clicking f@errect Answeradio button that corresponds with
the correct answer.
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Add Question

Question Mumbern

providers to voluntary agencies?

Answers
Ma, of Choices offered:

©1 ©2 ©3 @4 ©5 O6

Question 'Which item is not nermally included in the training announcement that is sent by training

Correct

Answer Choices
Answer

~. . Training title,
OA J
ol Training start date,

1 Mame of trainer.

©D Training locaticn,

5. Click theSavebutton.

| Save || Cancel
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Editing Test Questions

Test questions and answers are edited ViaManageQuestionsoption on theEvaluationtab.
You cannot edit questions for a test that has already been administered.

To edit test questions and answers:

1. On theEvaluationtab, sekct ManageQuestions The Manag&uestionsscreen appears similar
to the following:

Manage Questions

Filters to select Questions
Project: |CCO2 - Test: | CW/CP5 Common Core A

Questions

| + | Add new Question

| Number| Question

[ 5|
P! What is the mission of child welfare? X
&2 Which statement about case documentation is true? X
# 3 Which is a condition for sharing case information: A
P Which statement about poverty is true? A

2. Using the corresponding dregiown lists, select the project and test for which you want to edit
test questions and answerBy default, questions are sorted by number.

3. Click the pencil ico #  in the row which contains the test guestion you want to view/edlite
Edit Question form appears similar to the following:
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Edit Question X

Question Mumber 1

Question When is an open enrollment State-sponsered training open for nomination?

Answers
Mo, of Choices offered:

©1 @2 ©3 @4 @5 O6

Correct

Anszwer Choices
Answer

@A Any time prior to the start date of training.
B Two weeks before the start date of training.
oTe One week before the start date of training.

@D From the time the training is announced up to the registration deadline date.

| Update || Cancel |

4. Make changes as needed.

5. Click theUpdatebutton to save the changes.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org



STARS for Trainirgroviders| 53

Deleting Test Questions

Test questions and answers are deleted via lanageQuestionsoption on theEvaluationtab.
You cannoteletequestions for a test that has already been administered.

Todeletetest questions and answers:

1. On theEvaluationtab, selectManageQuestionsfrom the drop-down list. The Manage
Questionsscreen appears similar to the following:

Manage Questions

Filters to select Questions
Project: |CCO2 - Test: | CW/CP5 Common Core A

Questions

| + | Add new Question

| Number| Question

[ 5|
P! What is the mission of child welfare? X
&2 Which statement about case documentation is true? X
# 3 Which is a condition for sharing case information: A
P Which statement about poverty is true? A

2. Using the corresponding dregiown lists, select the project and test for which you want to
deletetest questions and answerBy default, questions are sorted by number.

3. Click the delete ico # in the row which contains the test question you want to deleigop
up message asks you to confirm that you are sure you want to delete the test question.

4. ClickOKon this message.
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Assigning a Test to a Course

TheAssign Testo Courseoption on theEvaluationtab allows youo assign a test to a coursé/hen a

test is assigned to a coursenyatraining created for the course will use the same test. Normally, this is a
one-time step. If you need to change a test for a coursthe middle of the contract year, then you

need to use the Assign Test to Training option.

To Assigma Test to a Course

1. On theEvaluationtab, selectAssign Test to Cours@heAssign Test t€ourse screen appears
similar to the following:

Assign Test to Course

Filter to select Course
Year: | 2010 - Project LDSTOS A

Select a Course

Please highlight a Course to view the Tests associated with it.

Assign Test to Course
Course: CARS Test - 2010

Course Name

Assign Pre-Test | (Mone) -
CARS Test - 2010 Assign Post-Test  (Mone) -
Financial Management Training for Local Administrators Trainee ID options |Require Trainee ID -

Save Test Assignments
2. Using he corresponding droplown lists, select the year and projesdtthe courseor which you
want to assign a test
3. Highligh the course name to view the tests associated with it.
4. Using the corresponding dregiowns, assign the pre and/or pdsst to the couse. Require
Trainee ID is selected by default. If the test should not be tied to the trainee, select Do Not
Require ID from the Trainee ID options. To have a randogetBrated for a pre and/or

posttest, select Require Random ID from the Trainee |Doopti

5. Clickthe Save Test Assignmenksitton. A popup message indicates that the test assignment
for the selected course has been successfully saved.

6. ClickOKon this message.
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Assigning a Test to a Training

TheAssign Test to Trainingption on theEvduation tab allows you tassign a test to a specific training.

This is not a required step. This option provides flexibility in case the Assign Test to Course option does
not meet atrainingLIN2 A RSNDa (Sad & OK StrRmghrgvidler yidy SeRditab C2 NJ SE I
change tests in the middle of the contract year. Or you may wish to have separate tests under the

umbrella of a single course.

ToAssign a Test to a Training:

1. On theEvaluationtab, selectAssign Test to TrainingrheAssign Test tdrainhg screen appears
similar to the following:

Assign Test to Training

Filters to select Training

Year: 2010 - From: 12/17/2010

Project: CC02 - To: 21772011

View Trainings

2. Using the corresponding dregiowns, select the year, project, and date range of the training for
which you want to assign a test.

3. Clickthe View Trainingsutton.

4. Highlight the training name to view thedts associated with it.

5. Using the corresponding dregiowns, assign the pre and/or posttest to the course. Require
Trainee ID is selected by default. If the test should not be tied to the trainee, select Do Not
Require ID from the Trainee ID options. Bwéa random ID generated for a pre and/or

posttest, select Require Random ID from the Trainee ID options.

6. ClickSave Test Assignment& popup message indicates that the test assignments have been
successfully saved.

7. ClickOKon this message.
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Verifying theTraining SiteExists

The training site is a place where training is conductéet training sitdield is part of the scheduling
screen. Therefore, before scheduling training, you should verify that the training site exists.

1. On theData Mantenancetab, selecfTraining SitesThe Training Sites Maintenansereen
appears similar to the following:

Training Sites Maintenance

| 4+ | Add new Training Site
| MName City

./’ 1st Presbyterian Church-A Children's Place Day Care Jamestown F
# 220 Church Street Albany X
/| 300 Aaron Court Building #3 Kingston X
/’ 6881 County Route 19 Cameron Mills K
/| 99 Pub Restaurant Albany X
_/’ ACS5-Bk-1274 Bedford Ave Brooklyn K
_/o A Child Based Organization Buffalo K
/’ A Child's GArden Day Care Johnsen City X
# A Child's World Queensbury F
./’ & Children's Place Jamestown F
| o 4 ||1|2 345678910 . |»||M| Pagesze 10 ~ 4109 iterns in 411 pages

Training sites are sorted alphabetically.

2. You caneaarch for thetraining sitequicklyby entering its name in the Name text box and pressing
Enter.Additionally, you can search by cifyhe information table updates to show only the results
that match theinformationyou entered, as illustrated in the following example:

Training Sites Maintenance

|+ [Add new Training Site

Name City

heliday inn albany
# | Holiday Inn - Albany (Turf) Albany A
7 Haoliday Inn Express Albany A
P Heliday Inn Express - Albany (Western Avenue) Albany X

1 If thetraining siteexists, you may proceed szhedule trainingSeethe section named
Scheduling Training

1 If thetraining sitewas not found, you will need to add it. See the following section named
Adding aTraining Site
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Adding a Training Site
To add a training site:
1. Before adding a personnel record, you shouldfydtiat a record does not already exist by
performing the steps previously described in the section naMewfying the Training Site

Exists

2. If the training site does not exist, click tAeld newTraining Sitdink in the upper left prtion of
the grid. The Training Sitltorm appears:

Add Training Site X

Mew Training Site Details
Mame Type

Address I:‘ @ Training Site
) Hotel
) Both

City | (Mot Defined) -
Pastal Code

Phone (-
Phone Ext

Fax (-

Contact Mame

Driving Directions I:‘

| Save || Cancel |

Use the information in the following table to interpret the form.

Field Name Description

Name Label that identifies the site

Address Address of the site

City Metropolis, municipality

Postal Code Zip code

Phone Tdephone number of contact person of site
Phone Ext Phone extension
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Fax

Facsimile number of site

Contact Name

Name of STARS person responsible for training site

Driving Directions

Directions to the training site

Type

Training Site, Hotel, or Both

3. Entr the training site information, making sure to use Bigydrop-down where applicable.

4. Click theSavebutton.
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Viewing/Editing a Training Site
Toview/edit a training site:

1. Locate the training site record by performing the steps previously destiibthe section
namedVerifying the Training Site Exists

2. Click the pencil ico #"in the row which contains the training site you want to view/edit. The
Edit Training Site form appeassnilar to the following:

Edit Training Site

[ >

Edit Training Site Details

MName The Alfred Montessori Sc Type
Address g 1/2 South Main  [+] 9 Training Site
Strest I Hotel
|:| "' Both
City | Alfred -

Postal Code 14802-
Phone (g07) 871-2233
Phone Ext

e
Contact Mame

Driving Directions |:|

| Update || Cancel |

Use the information in the followingable to interpret the form.

Field Name Description

Name Label that identifies the site

Address Address of the site

City Metropolis, municipality

Postal Code Zip code

Phone Telephone number of contact person of site

Fax Facsimile number of site

Cortact Name Name of STARS person responsible for training site
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Driving Directions

Directions to the training site

Type

Training Site, Hotel, or Both

3. Make changes as needed.

4. Click theUpdatebutton to save the change# popup message indicates that thiaining site

has been updated.

4. Click theOKbutton on this message.
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Deleting a Training Site

It is not possible to delete a training site that has training records associated with it. However, if a
training site record is added in error and noifriags have been associated with that training site, it is
possible to delete the training site record by performing the steps outlined below.

To delete a training site:

1. Locate the training site record by performing the steps previously described sethi®n
namedFinding a Personnel Record

2. Click thedeleteicon & in the row which contains the training site you want to deledepopup
message asks whether you are sure you want to delete the training site.

3. Clickthe OKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org



STARS for Trainirgroviders| 62

Target Population Groups

Target population groups are usdefined groups of agencies which become available for selection
when specifying the target population criteria for training. Target population groups should be set up
when the target population isrhited to an individual agency or a group of agencies that meet specific
criteria. When target population groups are added via the Target Population Groups option in the Data
Maintenance section of the Main Menu, they become available for selection inatgeiTPopulation
Selection screen when training is scheduled.

Adding a Target Population Group
To add a target population group:

1. On theData Maintenanceab, selectTarget Population Groupfom the dropdown list. The
Target Population Groups screernpaiars similar to the following:

Target Population Groups

Target Population Groups

You can click on the "Add/Remove Agencies" link next to 3 target population group to view/modify the agencies that are asseciated with the group.

| + | Add new Target Population Group
Target Population Group

ra "LDSS & ACSSDCs Add/Remove Agencies A
rd _AHerm Group Add/Remove Agencies A
v Abbott Housel Add/Remove Agencies X
_/’ Access NY Health Care Application Add/Remove Agencies A
ra Agency Specific Onsite Add/Remove Agencies XK
7 AIDSO0L - FP, AP, RCP Add/Remove Agencies XK
P AIDS0 - Staff Add/Remove Agencies A
v Albany County DS5 Add/Remove Agencies XK
ra Allegany County DSS Add/Remove Agencies K
rd Allegany County D55 Foster Parents Add/Remove Agencies A
|I<I|4I|1|2 345678910 . |*||M| Pagesizes 10 ~ 287 items in 29 pages

Target population groups are sorted alphabetically.

2. Click theAdd new Target Population Groumk in the upper left portion of the grid. The Add
New Target Population Group form appears similar to the following:

Add Mew Target Population Group k.

Add Mew Target Population Group

Target Population Group:

| Save || Cancel |
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3. Enter a name which identifies the target population group you want to add.

4. Click theSavebutton. A popup message indicates that a new target population group has been
added.

5. Click theOKbutton on this message.
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AddingAgenciedo a Target Population Grgo
To addan agencyo a target population group:

1. On theData Maintenanceab, selectTarget Population GroupsThe Target Population Groups
screen appears similar to the following:

Target Population Groups

Target Population Groups

You can click on the "Add/Remove Agencies" link next to 3 target population group to view/medify the agencies that are asseciated with the group.

| + | Add new Target Population Group
Target Population Group

v "LDSS & ACSSDCs Add/Remove Agencies XK
_/’ _AHerm Group Add/Remove Agencies F .
rd Abbott Housel Add/Remove Agencies A
_/’ Access NY Health Care Application Add/Remove Agencies .
_/’ Agency Specific Onsite Add/Remove Agencies .
rd AIDS01 - FP, AP, RCP Add/Remove Agencies X
e AIDS01 - Staff Add/Remove Agencies X
_/’ Albany County D55 Add/Remove Agencies .
rd Allegany County D55 Add/Remove Agencies A
e Allegany County D5S Foster Parents Add/Remove Agencies X
II<II€I|1|2 345678910 .. |»||M| Pagesizes 10 ~ 287 items in 29 pages

Target population groups are sorted alphabetically.

2. Find the targepopulation group for which you want to adoh agencyYou can search for a
target population group quickly ntering the target population group name in the Target
Population Group text box and pressing Enfdre information table updates to show orihe
results that match thearget population group namgou entered, as illustrated in the following
example:

Target Population Groups

You can click on the "Add/Remeve Agencies" link next to a target population group te view/medify the agencies that are associated with the group.

| + | Add new Target Population Group

Target Population Group

local districts

>

rd Local Districts Add/Remove Agencies A

3. Click theAdd/Remove Agenciebnk in the row which contains the target population group for
which you want to addan agency

If agencies hee not been added yet, the screen appears similar to the following:
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| + | Add new Agency

Agency

Address City

Contact

Mo records to display.

| Done |

If agencies have been added to the group, the screen appears similar to the following:

Agencies associated with Local Districts

| + | Add new Agency

Agency | Address | City Contact |
Albany County Department for CYF 112 State Street - Room 240 Albany John Viggiani X
Albany County DS5 162 Washington Ave,, Tth floor Albany David Kircher X
Allegany County DS5 County Office Building, 7 Court St Belmont Rose Scott X
Broome County DSS 36-42 Main Street Binghamton Jean Houghtalen X
Cattaraugus County D55 One Leo Moss Drive, Suite 6010 Olean Kristin Rocheleau X
Cayuga County HHS 160 Genesee Street Auburn Casey Meyer X
Chautauqua County D55 H R Clathier Bldg. 7 M. Erie Mayville Lessinger, Mark X
Chemung County D55 425-447 Pennsylvania Ave. Elrnira Karen Gardiner X
Chenange County DSS P.0, Box 590 Morwich LoPresti, Lois X
Clinton County DS5 13 Durkee Street Plattsburgh Clarke, Stephanie X
|I<||<||1|2 3456 ||M| Pagesizea 10 =~ 59 items in & pages

| Done |

4. Verify whether an agency is part of the group by entering the agency name in the Agency text
box and pressing Enter. The information table updates to show only the results that match the
name you entered, as illustrated in the following example:

Target Population Groups

Agencies associated with Local Districts

| + [Add new Agency

Agency City Contact

albany county

Albany County D55 162 Washingten Ave, Tth floor Albany David Kircher X

| Done |
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5. If the agency is not part of the target population group, clickAldel new agencyink in the
upper left portion of the grid. The Ad@gency to Target Population Group form appears similar
to the following:

Add Agency to Target Population Group X

Add a new Agency to this Target Population Group
Agency -

| Add Agency || Cancel |

6. Put your cursor in the Agency field ancter at least the first three characterg the agency
name The dropdown list displays results whichatch the characters you entered.

K | City | Contact |
Add Agency to Target Population Group x
Add a new Agency to this Target Poluation Group
=
Agency | columbia e
Agency Address City Region  Agency Type
Catholic Charities-Columbia/Greene Cty 431 East Allen Street Hudson 4 Private Hum Sve Agencies (MonProfit) Type =
CCE - Columbia 479 NYS Route 66 Hudsen 4 Private Hum Svc Agencies (MenProfit) Type
Child Care Council of Columbia & Greene 160 Fairview Ave, Fairview Plaza, Suite Hudzon 4 Private Hum Svc Agencies (MonProfit) Type
207
Conta
Columbia Children's Center, Inc. 142 Union Turnpike Hudson 4 FP, Adoptive, DayCare Providers Type
Columbia County - TC Attendee Columbia Co Viewing Site Hudsen 4 FP, Adoptive, DayCare Providers Type
Columbia County Attorney's Office 401 State Street Hudson 4 Public Agencies (City, County, State Fed) Type
Columbia County D55 25 Railroad Ave, P O Box 458 Hudson 4 Local Districts Excluding HRA & ACS Type

7. Select the agency that you want to add to the target population group.

8. Click theAdd Agencybutton. A popup message indicates that the agency has been added to
the target population group.

9. Click theOKbutton on this message.
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Removing Agencies from a Target Population Group
To remove an agency from a target population group:

1. On theData Maintenanceab, selectTarget Population GroupsThe Target Population Groups
screen appears similar to the following:

Target Population Groups

Target Population Groups

|4k | Add new Target Population Group
Target Population Group
|7 |

f "LDSS & ACS SDCs Add/Remove Agencies A
f Abbott House Add/Remove Agencies A
& Agency Specific Onsite Add/Rermove Agencies A
Z AIDSOL - FP, AP, RCP Add/Remove Agencies A
Z AIDSOL - Staff Add/Remove Agencies A
Fa Albany County D55 Add/Remove Agencies A
& Allegany County D55 Add/Rermove Agencies A
& Allegany County D55 Foster Parents Add/Rermove Agencies A
f American Red Cross Add/Remove Agencies A
Z Astor Home for Children Add/Remove Agencies A
(|| «|[1|2 345678910 «|r| W| Pagesiz=10 ~ 243 items in 25 pages

Yeu can click on the "Add/Remove Agencies" link next te a target population group to view/moedify the agencies that are associated with the group.

Taget population groups are sorted alphabetically.

2. Find the target population group for which you want to remove an agency. You can search for a
target population group quickly by entering the target population group name in the Target
Population Group tebbox and pressing Enter. The information table updates to show only the
results that match the target population group name you entered, as illustrated in the following
example:

Target Population Groups

You can click on the "Add/Remeve Agencies" link next to a target population group te view/medify the agencies that are associated with the group.

| 4+ |Add new Target Population Group

Target Population Group

local districts

7 Local Districts Add/Remove Agencies A
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3. Click theAdd/Remove Agenciebnk in the row which contains the targpbpulation group for
which you want taemove an agencyl he agencies associated with the target population group
display in the grid and are sorted alphabetically, as illustrated in the following example:

Agencies associated with Local Districts

| + | Add new Agency
Agency Address | City | Contact |
Albany County Department for CYF 112 State Street - Room 240 Albany John Viggiani F
Albany County DS5 162 Washington Ave,, Tth floor Albarny David Kircher X
Allegany County D55 County Office Building, 7 Court 5t. Belmont Rose Scott A
Broome County DSS 36-42 Main Street Binghamten Jean Houghtalen FY
Cattaraugus County DS5 Orne Leo Moss Drive, Suite 6010 Olean Kristin Rocheleau X
Cayuga County HHS 160 Genesee Street Auburn Casey Meyer A
Chautaugua County D55 H R Clothier Bldg, 7 M. Erie Mayville Lessinger, Mark FY
Chemung County D55 425-447 Pennsylvania Ave, Elrnira Karen Gardiner X
Chenango County D55 P.0. Box 590 Morwich LoPresti, Lois S
Clinton County DS5 13 Durkee Street Plattsburgh Clarke, Stephanie FY
||<||<||I|2 3456 |»|| M| Pagesize 10 ~ 50 items in 6 pages
| Done |

4. Locatethe agencyou want to removeby entering the agency name in the Agency text box and
pressing EntefThe information table updates to show only the results that matchrthmeyou
entered, as illustrated in the following example:

Agencies associated with Local Districts

| + | Add new Agency

Agency Address | City Contact

columbia

Columbia County DSS 25 Railroad Ave, P O Box 458 Hudson Richards, Judith A
| Done |

5. Click the delete ico # in the row which contains the agenggu want to remove from the
target population group. A pepp message asks whether you are sure you want to remove the
agency from the target population group.

6. Clickthe OKbutton on this message.
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Scheduling Training

Training deliveries are scheddleia the Schedule Training option that is part of the Manage Trainings
menu on the Training Management tab.

To schedule training:

1. On theTraining Managementab, selectManage Trainings Schedule TrainingThe Schedule a
new Training screen appears $ian to the following:

Schedule a New Training

Select a Course
Year: 2010 -

Project: CcC02 -
Course: -
Schedule Training Cancel Clear Session

2. Select the Year, Project, and Course for which you want to schedule training.

3. Click theSchedule Trainingutton. TheSchedule a New Training formppeas.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org



Multi Part
() Yes @ No

I Parts

Enrcllment Option

@ Open () Closed

Evaluation Option

Participant
Reaction

PR
Asynchronous
Distance
Learning

PR Alternative
Learning Gain

Learning Gain
Alternative
LG Not Done

Transfer

Billing Option

Target Population |

| Overflow Hotel |

Training Title

STARS Classroom Training

Training Dates

E

Start Date
End Date
Deadline Date
Training Site
County: | All
City:
Site:
Details: |;|
Trainers
Trainer | Select
Anderson Ernest =
Andrzejewski Jeffrey
Barron Michael
Beamon Cheryl
Bell Cheryl
Bishop Iris

Training Description |
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[ he |
Training Times

Start Time: 9:00 AM ‘Q

End Time: 4:00 PM ‘Q

Miscellaneous
Training Type | Classroom Training 7

Maximum

12

4k

Trainees

Minimum

Trainees

Room

Sessions 2

Ar A

Hours 7.0

Target Population Groups

Mailing Group

L
o
m

a

"LDS5 8 AC55DCs

]

Abbott House

]

Abbott-Irvington

]

Access NY Health Care Application

]

Agency Specific Onsite

]

AIDS01 - FP, AP, RCP

]

-

* indicates a special OCFS target group whose members

are coentrelled by OCFS,

Create new Training
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Use the information in the following table to interpret the form.

Field Name Description

Multi Part- No Accept the default value ¢doif the training is one day or takeplace
over consecutive days.

Multi Part- Yes SelectYesif the training takes place in different time frames. For

example, Part 1 runs MondayWednesday for the first week. Part 2
runs Mondayg Wednesday the following week. Input the total numb|
of parts in the Parts field. All of the information you enter for Part 1
with the exception of the training dates, will carry over to the
subsequent pas when you click the Create New Training button.

Enrollment Option Open If the default option ofOpenisaccepted the system will allow more
than the maximum number of trainees to be nominated for a trainir
event. On the registration deadline datée system will check the
ydzYo SNJ 2F NI Ay S Sk méxmBnyrduyiderioS R ¢
trainees:

-LF GKS ydzZYoSNI 2F GNIAySS&a abz
maximum number of trainees, the system will change the delivery
a0l ddzAa FTNRY GRS/ 28R bRrRYKE
dzLJRIF GS GKS adlddza 2F GKS NI Ay

-If the number of trainees nominated is greater than the maximum
number of trainees, the system will change the delivery status from
GhLISY b2é&rAlya GaA/2ey2 SR b2YAY Il (A2
GKS aidlidza 2F GKS GNIAYySSa TN
The training provider will then make cuts based on the priority rank
aeadsSyzr laaAraayAay3a | aialdda 27
nominee.

-If the number of trainees nominated is less than the minimum
number of trainees, the system will change the delivery status from
GhLISY b2YAYylLGAz2yé G2 a/f2aSR |
GKS aidlFidza 2F GKS GNI ANVYBFal FTOF
The training provider will then need to make a decision on whether
recruit more trainees or cancel the event.

Open enrollment is usually done so that a training provider can gat
information on demand for training events. It is cateyed a fair
enrollment system, as the target agencies have the opportunity to
ddzo YAG y2YAYylFGA2ya RdAdNAy3I (GKS
being closed out. For open enrollment trainings, registrants receive
email confirmation of acceptance/or neacceptance after the
registration deadline date passes.

Enrollment Option Closed If a training event is set tGlosedenrollment, the system will not allov
Y2NB GKIy GKS YIFEAYdzZY ydzYo SN 3
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training event. If the number of &inees reaches the maximum befor
the registration deadline date, the system will change the delivery
a0l ddza FTNRBY ahlLISY b2YAYylLGA2YyE
trainee for a closed enrollment training event, the trainee is
Fdzi 2 Yl GAOBRED g2 @OSLHN (G KAY]
come, first serve system.

2-3

Evaluation Optiorg
Participant Reaction

TheParticipant ReactiorQuestionnaire is required for the following
categories of deliverables regardless of the length of activity:
classroom training, virtual classroom (synchronous) training,
teleconferences, seminars, forums, meetings, compin@sed
(asynchronous) training, and technical assistance. If the Participan
Reaction field is selected, but the Participant Reaction is not
conducted, for whatever reason, this field should be unchecked to
remove the training from the level | nesompliance report.

Evaluation Optiorr PR
Asynchronous Distance
Learning

This PR option should only be used for asynchronous distance lea
trainings.

Evaluation Optiorr PR
Alternative

In some instances of technical assistance, a standard Participant
Reaction Questionnaire may not be appropriate. In this is the case
training provider may use an alternate form with BT project manag
approval. Tie PR Alternativeoption should be selected for participan
reaction questionnaires that are generated outside of STARS.

Evaluation Optiorg Learning
Gain

Training providers are expected to measure new knowledge and s
gained by participants in traing activities they deliver. A pre/posttes
of trainee knowledge is required for classroom training or virtual
classroom training over 2 hours in length offered three or more tim
annually. At minimum, a posttest of trainee knowledge is required f{
any chssroom or virtual classroom training 2 hours or less offered {
more times, and for teleconferences with a training curriculum. The
Learning Gaitlield is checked automatically when a test is assigned
the course. If a test is not assigned to the @&uor if the training is
scheduled prior to assigning a test to the course, the box remains
unchecked. In the latter case, once the test is assigned to the cour
would then need to be manually assigned to the training via the As
Test to Training @nu option.

Evaluation Optiorg Learning
Gain Alternative

For certain activities, some of the evaluation requirements may not
applicable. Alternative evaluation proposals from contractors will b
considered. However, theearning Gain Alternativeption can only
be used when the request is made in writing and approved by BT i
writing. The alternative evaluation is administered odéspf the
STARS system.

Evaluation Optiorg LG Not
Done

TheLG Not Don@ption is only available in Edit mode and onlteaf
the training has ended. It may be used when the Evaluation Level
Learning Gain was not conducted for whatever reason, but was
required, as indicated by the check mark next to Learning Gain.

Checking the LG Not Done box will remove the training fiteerievel I
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non-compliance report. In this situation, a reason for not conductin
the evaluation should be entered in the LG Notes field in the Mana
Trainings screen. The LG Notes field may also be used whenever
another situation occurs that has an iegt on your evaluation
submittal; e.gg difficulty retrieving answer sheets from participants;
or other unusual factors that might have a negative impact on the t
results.

Evaluation Optiorg Transfer

The transfer of learning (impact on job performahcheck box is
available for selection. However, it is not currently being measured
STARS.

Billing Optior, Billable

Select Billablé training fees are involved.

Billing Optiong Non Billable

Accept the default value of Non Billable if no trainfegs are involved

Reimbursement None

Accept the default value ¢doneif there is no reilbursement for
mileage or hotel.

Reimbursement, Mileage

SelectMileageif only mileage is being reimbursed.

Reimbursement Hotel

SelectHotel if only lodgings being reimbursed.

Reimbursement Both

SelectBoth if both mileage and lodging are being reimbursed.

Registration; Pre-Registered

Accept the default value #re-Registeredf STARS users can
nominate participants for training.

Registration; On-Ste

SelectOn-Siteif training attendance is to be taken aite. If ORSite is
selected, STARS users cannot nominate participants for training.

Target Population

The target population options appear when the Target Population
button is pressed. The targpopulation selection determines which
agencies will receive the email training announcement and be able
nominate staff for the training delivery. Agency types and target
regions are selected by clicking the corresponding check box fieldg

Target Graps

The target group options appear when the Target Groups button is
pressed. Target population groups are selected by clicking the
corresponding check box fields.

Possible case scenarios for selecting the training target population
include the following

1. Only the target population groups are selecte@hen, only
the agencies included in these groups will see the training
listed when registering for state sponsored training in STAR

2. Target population groups and regions are selectdthen, only
the agenées included in these groups AND situated in the
regions selected will see the training listed when registering
for state sponsored training in STARS.

3. Agency types and regions are selectdthen, only the
agencies matching the types selected AND situatatie
regions selected will see the training listed when registering
for state sponsored training in STARS.

4. Training target groups, regions, and agency types are
selected Then, only the agencies included in these groups

AND situated in the regions seledtwill see the training listed

STARS Technical Support: (800}3A1)
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when registering for state sponsored training in STARS. In
addition, agencies of thagencytypes AND situated in the
regions selected will see these trainings as well.

Training Description

This field autepopulates with thecourse description in the course
profile, but may be modifiedf it is not customized, then the Training
5SAaO0ONRLIIAZ2Y Ay GKS SYF At (NI AY
/| 2dzNBS 5SAONRLIGAZ2YE D

Overflow Hotel

This option is only to be used for an evevttich involves a large grou
of participants and for which a secondary hotel is needed, for exan
a conference. This optias only visible when Hotel or Both is selectq
in the Reimbursement sectioito select an overflow hotel, simply cli
the Overfow Hotel button, click the corresponding check box, and

using the filters for County, City, and Name, select the overflowlho

Training Title

This field autepopulates with the course name, but may be modifiec

TrainingDatesc StartDate

The trainingstart dateis selected using the calendaop-up. Please be
sure to click on the date inside the calendar.

Training Dateg End Date

The training end date is selected using the calendarygmPlease be
sure to click on the date inside the calendar.

Training Dateg, Deadline Date

The registration deadline date automatically defaults to two weeks
prior to the training start date, but may be modified using the calen

pop-up.

Training Site; County

The county or district where the training will occur.

Training Site;, City

Metropolis where the training will occur.

Training Site; Name

Name of the place where the training will occur

Trainers

Select the instructor(s) assigned to teach the training deliverable

TrainingTimesg Start Time

The training srt time defaults to 9:00 AM, but may be overwritten
typing in the time or using the time view pap.

Training Timeg End Time

The training end time defaults to 4:00 PM, but may be overwritten
typing in the time or using the time view pap.

Hotel ¢ County

The county or district where the hotel is situated. This field is only
visible when Hotel or Both is selected in the Reimbursement sectio

Hotel¢ City Metropolis where the hotel is located. This field is only visible wher
Hotel or Both is dected in the Reimbursement section.
Hotel¢ Name Name of the hotel. This field is only visible when Hotel or Both is

selected in the Reimbursement section.

Miscellaneoug Training Type

Options available for selection include Classroom Training, Compy
Based Training, Conference, Foster Parent iLinc, iLinc, Meeting, M
Classroom, MR Computer Based Training, MR iLinc, MR
Teleconference, MR Training of Trainers, Technical Assistance,
Teleconference, and TrainingSpace.

Miscellaneoug, Maximum
Trainees

This field autepopulates with the maximum number that was entere
in the course profile, but may be modified.

Miscellaneous; Minimum
Trainees

This field autepopulates with the minimum number that was entere
in the course profile, but may be modified.

Miscellaneous, Room

Enter the room name or number.

STARS Technical Support: (800}3A1)
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Miscellaneoug, Sessions

The number of training sessions awtalculates, but may be
overwritten. 3.5 hours = 1 session.

Miscellaneous, Hours

The number of training hours aumalculates, but may be oweritten.

4. Enter the training delivery information, makjrsure to use the dregownswhere applicable.

5. Click theCreate New Trainingputton. A popup message indicates that a new training event has
been scheduled and now you must set up the trainingcumtement.

6. ClickOKon this message. The Training Announcement Memo screen apgigalar to the

following:

Training Announcement Memo

Selected Training

TS: CW/CPS Common Core Rollout - (AUDIT) - Pre-Class (click to change)

From: 01/01/2010 To: 12/31/2010

Additional Information for the Announcement Memo

Announcement Email Date:

Scheduled Email Date:

V| Attach registration form when sent

Save Email Mow

File Attachments:

Add File

B 7 U A~ %~ FontMame ~|Real..~

File Name

173632_Registration_Form.pdf

Delete

Send a test email

7. Using the popup calendar which corresponds with t&eheduled Email Datield, select the
date for emailing the training announcement. Thateyn will email the training announcement
on the selected date. If this field is left blank, the system will not email the announcement.
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8. Use the additional information text box field to enter additional information to be included in
the training announcerent.

9. The Announcement set up screen contains the option to attach a registration form when the
announcement is sent. If this option is selected prior to the date the announcement is scheduled
to be emailed, a new registration form attachment will be crebtm the fly when the
announcement is emailed (test announcement or otherwise). The registration form attachment
will not be visible in the Attachments section until the announcement has been emailed. This is
to make sure that the attachment contains theost current training information when it is
sent. If the announcement is resent, the file iscreated on the fly, replacing the previous file.

10. To add an attachment, such as a customized registration form or travel policy, clitkdHeile

link in theFile Attachments section. This section will display fields for selecting the files to
upload:

Select file(s) to upload
Select

Select

Select

Upload File(s) Cancel

Only *.pdf files can be attached to email announcements. To upload a file:

a. Click theSelectbutton next to the text box. The Choose File to Upload screenappe
similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Choose File to Upload @
Look. i | @' Desktop j ¢ T £F -
== lDMy Documents IEJST.':'.RS TC Checklist b.xls
.-J vj My Computer Thumbs.db
Recent WMy Nebwork Places Ed Travel
W Ad-faare @Winduws Media Player
T ﬁ Adobe Reader &

ﬁ‘ Microsoft Mouse

Desktop o= Stars Provider

ﬂStars Provider Reports
@Stars Skate

IE_ﬂFamily engagement spec,doc

\$

by Documents = isantut
. ,';[New CARS
}jI)g i POF-Viewer
ty Camputer QSTARS U
= STARS TC

My Metwork  File name: | | Open |
Flaces
Files of tupe: | &1l Files [7.7] | Cancel

b. Use theLook in drop-down to browse to the location which contains the file you want to
upload, select the file, and then cliGpen

Select file{s) to upload
CDH5_Buffalo_Map.pdf || Select |

Select

|  Upload File(s}] | | Cancel |

c. Repeat the previous two steps if you need to select additional files for uploaen Wu
are done selecting the files for upload, click theload Filedutton. The namés)of the
file(s) appears in the File Name section similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Select file(s) to upload
Select

Select

L 1
Select

L 1

Upload File(s) Cancel

File Name

196648_CDHS5_Buffalo_Map.pdf Delete

Send a test email

1 To delete an attachment, click thielete button in the row which contains the file nathat
you want to delete. A popip message asks whether you are sure you want to delete the file.
ClickOKon this message.

1 To send a test announcement, click thend a test emaiink. By default, the recipient email
address field populates with the erthaddress for the course contact selected in the course
profile (Manage Courses). You may change the email address for which you want to send a test
training confirmation memo. Click tHeend Emaibutton. A popup message indicates that the
training conirmation email has been sent. Click @&button on this message.

9 To resenda revised announcement or to recruit trainees, click Bmail Nowbutton.

11. When the training announcement has been set up, click3aeebutton to save your changes. A
pop-up message indicates that you must now set up the training confirmation.

12. ClickOKon this message. The Training Confirmation Memo screen appears similar to the
following:
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STARS for Trainirgroviders| 79

Training Confirmation Memo

Selected Training
STARS Provider Training {click to change)
From: 04/27/2011 To: 04/27/2011

Additional Information for the Confirmation Memo

| B £ O A~ I~ FontMame ~ Real..~ |

| Save |

File Attachements:

Add File

File Name

Mo attachments have been uploaded for this Memo

Send 3 test email

13. Use the additional information text box field to enter additional information to béuided in
the training confirmation memo.

14. To add an attachment, click thedd Filelink in the File Attachments sectiofhis section will
display fields for selecting the files to upload:

Select file(s) to upload
Select

Select

Select

| Upload File(s) | | Cancel |

Only *.pdf files can be attached to email announcements. Toatp#ofile:

a. Click theSelectbutton next to the text box. The Choose File to Upload screen appears
similar to the following:
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Choose File to Upload @
Look. i | @' Desktop j ¢ T £F -
== lDMy Documents IEJST.':'.RS TC Checklist b.xls
.-J vj My Computer Thumbs.db
Recent WMy Nebwork Places Ed Travel
W Ad-faare @Winduws Media Player
T ﬁ Adobe Reader &

ﬁ‘ Microsoft Mouse

Desktop o= Stars Provider

ﬂStars Provider Reports
@Stars Skate

IE_ﬂFamily engagement spec,doc

\$

by Documents = isantut
. ,';[New CARS
}jI)g i POF-Viewer
ty Camputer QSTARS U
= STARS TC

My Metwork  File name: | | Open |
Flaces
Files of tupe: | &1l Files [7.7] | Cancel

b. Use theLook in drop-down to browse to the location which contains the file you want to
upload, select the file, and then di©pen

Select file{s) to upload
CDH5_Buffalo_Map.pdf || Select |

Select

|  Upload File(s}] | | Cancel |

c. Repeat the previous two steps if you need to select additional files for upload. When you
are done selecting the files for upload, click theload Filedutton. The name of the file(s)
appears in the File Name section similar to the following:
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Select file(s) to upload

!

Select

!

Select

!

Select

| Upload File(s) | | Cancel |

File Name

196648_CDHS_Buffalo_Map.pdf | Delete |

Send a test email

1 To delete an attachment, click thieletebutton in the row which contains the file name that
you want to delete. A popip message asks whether you are sure you want to delete the file.
ClickOKon this message.

1 To send a test confirmation memo, clitie Send a test emaiink. By default, the recipient
email address field populates with the email address for the course contact selected in the
course profile (Manage Courses). You may change the email address for which you want to send
a test trainingconfirmation memo. Click th8end Emaibutton. A popup message indicates
that the training confirmation email has been sent. Click@ébutton on this message.

15. When the training confirmation has been set up, click 8a¥ebutton to save your changeé.
pop-up message indicates that the new training event has now been successfully scheduled.
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Modeling Training

A training delivery may be modeled from an existing training for the same contract year Whotied
Trainingoption that is part of tie Manage Trainingsnenu on theTraining Managementab. This
function helps eliminate the necessity foreatering information.

To model training:

1. On theTraining Managementab, selectManage Trainings Model Training TheModel
Training screen appesusimilar to the following:

Model Training on an existing Training

Select a Training
Year: | 2010 -

Project: | CCo2 -
Course:

Training deliveries:

Select Training Cancel Clear Session

Note: If the training for which you want tmodel trainingis already selected, as illustrated in the below
example, please proceed to step 4. If the selected training is not the training for which you want to
model training click on the training name to change it, and then proceed to the next step.

Model Training on an existing Training

Selected Training
STARS Classroom Training {click to change)
From: 08/08/2011 To: 08/08/2011

2. Using the corresponding dregiown lists, select the year, project, course name, and training
name from which you want to model training.

3. Click theModel Trainingbutton. TheModel Training screen appears similar to the following:
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Model Training on an existing Training

Selected Training
STARS Classroom Training {click to change)
From: 05/16/2011 To: 05/16/2011

Please select the appropriate dates for this new training event

Add Training
Start Date &l

End Date [

Deadline Date

Create Mew Training

4. Select the training dates. All other training details have been preloaded for the selected training.

5. Click theCreate NewTrainingbutton. A popup messagéndicatesthat the new training event
has been successfully created with the new training dates.

6. Clickthe OKbutton on this message.

7. If you want to model another training based on this training, clickMloelel Another Training
Eventbutton and specify the new dates.
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Editing Training

Training deliveries are edited via tlisit Trainingoption that is part of theMlanage Trainingsnenu on
the Training Managementab.

To edit training:

1. On theTraining Managementab, selectManage Trainings Edit Training The Edia Training
screen appars similar to the following:

Edit a Training

Select a Training
Year: 2011 -

Project: CCoz2 -
Course: -

Training deliveries:

Edit Training Cancel Clear Session

2. Using the corresponding dregiowns, select the year, project, course nhame, and training name
you want to edit.

3. Click theEdit Trainingbutton. The Edit Training screen appears similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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| Show Multi Part |

Enrollment Option

@ Open () Closed

Evaluation Optien
V| Participant

Reaction
PR
Asynchronous
Distance
Learning
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Learning Gain
Learning Gain
Alternative
LG Mot Done

Transfer

Billing Option
@ Billable
"1 Mon Billable

Reimbursement
“IMeone

' Mileage

"I Hotel

@ Both
Registration

&) Pre-Registered
T1On-Site

| Target Population |
| Target Groups |
| Training Description |

| Overflow Hotel |

Training Title
CW/CPS Common Core Training &-1

Training Dates
Start Date 1/10/2012
End Date 1/13/2012
Deadline Date | 12/12/2011

=l & E

Training Site
County: | Mew York City -
City: | Mew York -

Site: | CDOHS - NYC Regional Offii+

Details: Mame: CDHS - NYC Regional COffice -
Address: 80 Maiden Lane, 13th Flr.
City: New York
State: NY
Zip: 10038-0000 |L

Trainers

[

Trainer | Select

Anderson Ernest
Andrzejewski Jeffrey
Barron Michael
Bearmnon Cheryl

Bell Cheryl

Bisheop Ins v
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[ help |

Training Times

Start Time: | 3:00 AM (C)
End Time: 4:30 PM O
Hotel
County | New York Clty -
City | New York -

Mame | Best Western SeaportInn

Inn
Details Addre=ss: 33 Peck 5lip
City: Hew York
State: NY IL

Name: Best Western Seaport E

Miscellaneous

Training Type | Classroom Training -
Maximum

27 =
Trainees
Minimum

15 -
Trainees
Raam Room B
Sessions 8 :
Hours 28.0 :

TraininglD: 218726

| Update Training |

4. Make changess needed. For an explanation of thelds, see the sectiomamedSchedule

Training

5. Click theUpdate Trainindoutton.
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Deleting Training

Training deliveries ardeletedvia theDelete Trainingoption that is part of theManage Trainingsnenu
on the Training Managementab.

Todeletetraining:

1. On theTraining Managementab, selectManage Trainings Delete Training TheDelete
Training screen appears similar to the following:

Delete Training

Select a Training
Year: 2011 -

Project: CCo2 -
Course:

Training deliveries:

Delete Training Cancel Clear Session

2. Using the corresponding dregiowns, select the year, project, ase name, and training
deliveryyou want todelete.

3. Click theDelete Trainingbutton. TheDeleteTraining screenisplays a message which asks
whether you are sure you want to delete the training

Delete Training

Selected Training
Other related tasks

LL: Mutual Selection (click to change)

Are you sure you want to delete this Training?

LL: Mutual Selection

This will also delete all announcements and memos for this Training.

*Ves, Delete this Training

4. Click theYes Delete this Trainindputton to deletethe training. A popup message indicates that
the training has been successfully deleted.

5. Click theOKbutton on this message.
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CancellingTraining

Training deliveries are cancelled via thancel Trainingption that is part of theManage Trainings
menuon the Training Managementab.

To cancel training:

1. On theTraining Managementab, selectManage Trainings Cancel TrainingThe Cancel
Training screen appears similar to the following:

Cancel Training

Select a Training
Year: 2011 -

Project: CC02 -

Course: -

Training deliveries: -
Cancel Training Cancel Clear Session

2. Using the corresponding dregiowns, select the year, projeapurse name, and training
deliveryyou want to cancel.

3. Click theCancel Trainingputton.

4. The Cancel Training screen displays a message which asks whether you are sure you want to
cancel the training:
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Cancel Training

Selected Training
STARS Classroom Training {click to change)
From: 08/08/2011 To: 08/08/2011

Are you sure you want to cancel this Training?
STARS Classroom Training

Select a reason for Cancellation:

Select a reason -

Yes, Cancel this training

5. Select a reason farancellatiorusingthe drop-down provided:

Cancelled by State/Program Area

Fiscal Constraint

Technical Difficulties (iLinc, Computer Training, etc.)
Trainees Did Not Sheup

Trainer lliness

Trainer Not Available

Training Rescheduled

Undersubscribed

Weather Emergency

=4 =4 =4 =4 -4 -8 -8 -8 9

6. Click theYes Cancel this trainindputton to cancel the training.
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Settingup a Training Announcement

TheSTARS training announcements contain detailed information regarding the training, including but
not limited to: training title, provider, date/time, location, reggiation deadline, training description,

target population, course prerequisites, reimbursement, course contact, and additional information.
Training announcements adksplayedn the online training calendar and are also emailed to the

training target ppulation. The STARS announcement process offers providers the ability to perform the
following tasks:

1 Specify the date for-enailing the training announcement to the target population. If
unspecified, STARS will netr&il the announcement.

1 Enter additioml information to be included in the training announcement.

1 Add attachments, such as the travel policy and registration form to the training announcement.
Note: Only PDF files may be uploaded as attachments.

1 Use theEmail Nowoption in an emergency situian; e.g.¢ To resend a revised announcement
or to recruit trainees. The second time an announcement is sent, its file name will include the
g2 NR o N&sa@ tha @Bdriderbwill be prompted to enter the reason for resending the
announcement. The inform@n entered will appear in the Additional Information section of the
training announcement.

1 Email a test announcement to theourse contact or other person.

Trainingannouncements are set upa the Announcement/Memo®ption that is part of theMlanage
Trainingsmenu on theTraining Managementab. The following set of instructions guides you through
the process of setting up-mail training announcements for the training target population.

Toset up arainingannouncement

1. On theTraining Managementab, selecManage Trainings Announcement/Memos>
Announcement The Training\nnouncemenscreen appears similar to the following:

Training Announcement Memo

Select a Training
Year: | 2010 -

Project: | CCo2 -

Course: -

Training deliveries: -
Select Training Cancel Clear Session

Note: If the training for which you want to set up a training announcement is already selected, as
illustrated in the béow example, please proceed to step 4. If the selected training is not the training for
which you want tcset up a training announcementlick on the training name to change it, and then
proceed to the next step.
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Training Announcement Memo

Selected Training
STARS Classroom Training {click to change)

From: 07/11/2011 To: 07/11/2011
2. Using the corresponding dregiowns, sedct the year, project, course, and trainidgliveryfor
which you want to set up a training announcement.
3.

Click theManage Announcemenbutton. The training announcement set up screen appears
similar to the following:

Training Announcement Memo

Selected Training
TS: CW/CPS Common Core Rollout - (AUDIT) -
From: 01/01/2010 To: 12/31/2010

Pre-Class (click to change)

Additional Information for the Announcement Memo

Announcement Email Date: Scheduled Email Date:

| B 7 U A - 8~ FontMame - Real..~|

V| Attach registration form when sent

| Save | | Email Now |

File Attachments:

Add File

File Name

173632 _Registration_Form.pdf | Delete |

Send a test email

4. Using the popup calendamhichcorresponds with thé&scheduled Email Datield, select the
date for emailing the training announcemeithe system will email the training announcement
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on the selected dateNote: If this field is left blank, the system will nemnail the
announcement

5. Use the additional information text box field to enter additional information to be included in
the training announcement.

6. The Announcement set up screen contains the option to attach a registration foem thie
announcement is sentf this optionis seécted prior to the date the announcement is scheduled
to be emailed, a new registration form attachment will be created on the fly when the
announcement is emailed (test announcement or otherwise). The registration form attachment
will not be visible in th Attachments section until the announcement has been emailed. This is
to make sure that the attachment contains the most current training information when it is
sent. If the announcement is resent, the file iscreated on the fly, replacing the previofile. If
you do not want the default registration form attached to the announcemeheén it is sent
you must deselect the check box.

7. To add an attachment, such aswastomizedegistration form or travel policy, click thdd File
link in the File Attaements section. Tik sectionwill display fields for selecting the files to
upload:

Select file(s) to upload
Select

Select

Select

Upload File(s) Cancel

Only *.pdf files can be attached to email announcemeiitsupload a file:

a. Click theSelectbutton next to the text box. The Choose File to Upload screen appears
similar to the following:
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Choose File to Upload @
Look. i | @' Desktop j ¢ T £F -
== lDMy Documents IEJST.':'.RS TC Checklist b.xls
.-J vj My Computer Thumbs.db
Recent WMy Nebwork Places Ed Travel
W Ad-faare @Winduws Media Player
T ﬁ Adobe Reader &

ﬁ‘ Microsoft Mouse

Desktop o= Stars Provider

ﬂStars Provider Reports
@Stars Skate

IE_ﬂFamily engagement spec,doc

\$

by Documents = isantut
. ,';[New CARS
}jI)g i POF-Viewer
ty Camputer QSTARS U
= STARS TC

My Metwork  File name: | | Open |
Flaces
Files of tupe: | &1l Files [7.7] | Cancel

b. Use theLook in drop-down to browse to the location which contains the file you want to
upload, select the file, and then cliGpen

Select file{s) to upload
CDH5_Buffalo_Map.pdf || Select |

Select

|  Upload File(s}] | | Cancel |

c. Repeat the previous two steps if you need to select additional files for upload. When you
aredone selecting the files for upload, click tdpload Filedutton. The name of the file(s)
appears in the File Name section similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org



STARS for Trainirgroviders| 93

Select file(s) to upload

Select |

L i
Select

L 1
Select

L 1

Upload File(s) Cancel

File Name

196648_CDHS_Buffalo_Map.pdf Delete

Send a test email

1

To delete an attachment, click thgeletebutton in the row which contains the file name that
you want to delete. A popup message asks whether you are sure you want to delete the file.
ClickOKon this message.

To send a test announcement, click thend a test emaiink. By default, the recipient email
address field populates with the email addressthe course contact selected in the course

profile (Manage Courses). You may change the email address for which you want to send a test
training confirmation memo. Click tHeend Emaibutton. A popup message indicates that the
training confirmation emehas been sent. Click tt@Kbutton on this message.

To resendh revised announcement or to recruit trainees, click Bmail Nowbutton.

When the training announcement has been set Ugkdhe Savebutton to save your changeé.
pop-up message indates that the announcement details for this training have been saved.

Click theOKbutton on this message.
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Settingup a Training Confirmation Memo

STARS8aining confirmation memosontain detailed information regarding the training, including but
not limited to: trainee name and status, training title, location, date/time, directions, course contact,
and additional informationThe training confirmation memo is emailed to the training participant/and
or training coordinator The email message contasa hyperlink to the email address for the course
contactperson, should the recipient wish to respond with questions

For open enroliment traininghe STARSysteme-mails thetraining confirmation memo the day after
the registrationdeadline date, urss the training is under or over enrolled in which case the server

I oA X = A

sendstheer Af 6KSYy (GKS LINPPBARSNI dzLJREBGSE®HOGKISI yRBEy§3

G! OOS.LWi SR¢
For closed enroliment traininghe STARSysteme-mails the confirmation memo withia day.
The STARS confirmation process offers providers the ability to perform the following tasks:
{1 Enter additional information to be included in the confirmation memo.
f Add attachments, such as the travel policy to the confirmation memo. Note: OnlfileDimay

be uploaded as attachments.

The following set of instructions guides you through the procesetting up the training confirmation
memos

Trainingconfirmation memosre set up via thénnouncement/Memosoption that is part of the
Manage Tainingsmenu on theTraining Managementab.

To set up a training confirmation memo:

1. On theTraining Managementab, selectManage Trainings Announcement/Memos>
Confirmation Mema The Trainin@€onfirmation Memascreen appearsimilar to the following

Training Confirmation Memo

Select a Training
Year: 2011 -

Project: CC02 -

Course: -

Training deliveries: -
Manage Confirmation Cancel Clear Session
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QX



STARS for Trainirgroviders| 95

Note: If the training for which you want to set up a training confirmation is already selected, as
illustrated in the below example, please proceed to step 4. If the selected training is not the training for
which you want teset up a training confination memgq click on the training name to change it, and

then proceed to the next step.

Training Confirmation Memo

Selected Training
STARS Classroom Training (click to change)
From: 08/08/2011 To: 08/08/2011

2. Using the corresponding dregiowns, select the year, project, course name, and training
deliveryfor which you want teset up a training confirmatiomemo.

3. Clickthe Manage Confirmatiorbutton. The training confirmation set up screen appears similar
to the following:

Training Confirmation Memo

Selected Training
STARS Classroom Training {click to change)
From: 08/08/2011 To: 08/08/2011

Additional Information for the Confirmation Memo

| B I U A - & - FontMame ~ Real..” |

| Save |

File Attachements:

Add File

File Mame

Mo attachments have been uploaded for this Meme

Send a test email
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4. Use the additional information text box field to enter additional information to be included in
the training confirmation memo.

5. To add an attaament, click theAdd Filelink in the File Attachments sectiohhis section will

display fields for selecting the files to upload:

Select file(s) to upload

Select
Select

Select

| Upload File(s)

| | Cancel |

Only *.pdf files can be attached to email announcements. To upload a file:

a. Click theSelectbutton next to the text boxThe Choose File to Upload screen appears
similar to the following:

Choose File to Upload

)
o ;
o]
o i
=

Dezktop

\$

ky Documents

My Computer

by Metwark.
Places

Lok, ir: | @' Deszktop

PX

lDMy Dacuments

j My Corpuker

‘:JM';.-' Metwork Places

W Ad-Aware

5 Adobe Reader &

,gh Microsoft Mouse

o= Shars Provider
ﬂStars Provider Reports
@Stars Skate

IEﬂFamily engagement spec.doc
E lisa. kxk

B sTaRs TC Checklist b.ixds

@Windnws Media Plaver

Em Mew CARS

el POF-viewer

o= STARS SU

o= STARS TC

File name: | ﬂ Open |
Files of type: |,-'l'-.|| Files [*.7] ﬂ Cancel

b. Use theLook in drop-down to browse to the location which contains the file you want to

upload, select the file, and then cli€pen
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Select file(s) to upload
CDHS_Buffalo_Map.pdf || Select |

Select

| Upload File(s) | | Cancel |

c. Repeat the previous two steps if you need &best additional files for upload. When you
are done selecting the files for upload, click theload Filedutton. The name of the file(s)
appears in the File Name section similar to the following:

Select file(s) to upload

| Upload File(s) | | Cancel |

File Name

196648_CDHS_Buffalo_Map.pdf | Delete |

Send a test email

1 To delete an attachment, click thieletebutton in the row which contains the file name that
you want to delete. A popip message asks whether you are sure you want to delete the file.
ClickOKon this message.

1 To send a test confirmation memo, click t8end a test emaiink. By default, the recipient
email address field populates with the email address for the course contact selected in the

course profile (Manage Courses). You may change the email address for which you want to send

a test training confirmation memo. Click t&&nd Emaibutton. A popup message indicates
that the training confirmation email has been sent. Click@€button on this message.

6. When the training confirmation memo has been set up, clickS8heebutton to save your
changes. A popp message indicates that the confirmation me details for this training have
been saved.

7. Click theOKbutton on this message.
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Setting Up a Training Noacceptance Memo

STARS trainingpn-acceptancenemosnotify registrants who have not been accepted to attend
training. Nonacceptance memos agsontain detailed information regarding the training, including but
not limited to: trainee name andon-acceptancestatus, training title, location, date/timeand course
contact The traininghon-acceptancenemo is emailed to thaeon-acceptedtraining participant/and or
training coordinator. fie email message contasa hyperlink to the email address for the course
contactperson, should the recipient wish to respond with questions

For open enrolimet training, the STARS servenails thenon-accepancememo when the provider
dzLJRI GSa GKS GNIAySS aiGlhiddza FNRBY at SYyRAy3I 1 OOSLIity

The following set of instructions guides you through the process of adding additional information to
non-acceptance memos for trainings.

Training noracceptance memos are set up via the Announcement/Memos option that is part of the
Manage Trainingsnenu on theTraining Managementab.

To set up a trainingon-acceptancenemo:

1. On theTraining Managementab, selectManage Trainings Announcement/Memos> Nor-
acceptance MemoThe TrainingNon-AcceptancéMlemo screen appearsimilar to the following:

Training Non-Acceptance Memo

Select a Training
Year: 2011 -

Project: CC02 -

Course: -

Training deliveries: -
Manage Non-acceptance Cancel Clear Session

Note: If the training for which you want tadd additional information to théraining norracceptance
memo is already selected, as illustrated in the below eXapyease proceed to step 4. If the selected
training is not the training for which you wattt add additional information to the training nen
acceptance memeclick on the training name to change it, and then proceed to the next step.

Training Non-Acceptance Memo

Selected Training
STARS Classroom Training {click to change)
From: 07/11/2011 To: 07/11/2011
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2. Using the corrgsonding dropdowns, select the year, project, course name, and training
deliveryfor which you want taadd additional information to the neacceptance memo

3. Click theManage Nonracceptancebutton. The traininghon-acceptance memset up screen
appears.

Training Non-Acceptance Memo

Selected Training
STARS Classroom Training (click to change)
From: 07/11/2011 To: 07/11/2011

Please enter additional information to be sent in the email

B £ U A~ %%~ FontMame ~ Real..-

Send a test email

Save

4. Use the additional information text box field to enter additional information to be included in
the trainingnon-acceptancenemo.

1 To send a test confirmation memo, click t8end a test emaiink. By default, the recipient
email address field popules with the email address for the course contact selected in the
course profile (Manage Courses). You may change the email address for which you want to send
a test training confirmation memo. Click t&&nd Emaibutton. A popup message indicates
that the trainingnon-acceptanceemail has been sent. Click tl¥button on this message.

5. Click theSavebutton. A popup message indicates that the nagceptance memo details have
been saved in the system.
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6. Click theOKbutton on this message.
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Creating a Conference

These instructions assume the following: Youhave already added the course information via the
Manage Courseeption on theTraining Managementab. See the section name&dding a Course.)
You have already scheduled thaitting via theManage Trainings Schedule Trainingption on the
Training Managementab. See the section namesicheduling Training

To create a conference:

1. On theTraining Managementab, selectCreate Conferencéom the dropdown list. The
Conferene Details screen appears similar to the following:

Conference Details

Select a Conference
Year: 2011 -

Project: CCoz2 A
Course: -
Training: -
Create Conference Cancel Clear Session

2. Using the corresponding dregiowns, select the year, project, course name, and training
deliveryfor which you want to create a conference.

3. Click theCreate Conferencbutton. The Conference Detailsreen appears similar to the
following:
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Conference Details

Selected Conference
GPSII/MAPP | eader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

Conference Details
Title GPSII/MLPPF Leader Seminar

Subtitle

M EE E]

Mumber of Workshop Choices 1 2 3
for Participants?

Will Participants pay (Yes @ No
Conference Fee?

Save

Use the information in the following table to interpret the form.

Field Name Description
Title Conference title
Subtitle Conference subtitle

Number of Workshop Choiceg Up to three workshoplwices can be selected
for Participants

Will Participants pay If participants will pay a conference fee, select the Yes radio buttor]
Conference Fee? and enter the Conference Fee Amount.
Conference Fee Amount Only visible when Yes is selected

4. Enter the conference detisi

5. Click theSavebutton. The next screen indicates that the conference details have been updated.
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Modifying Conference Details
To modify conferencdetails

1. On theTraining Managementab, selectModify Conference>Conference Details The
Confererme Details screen appears similar to the following:

Conference Details

Select a Conference
Year: 2011 A

Project: Fa0l -

Course: | GPS/MAPP Leader Seminar d

Conferences: GPSI/MAPP Leader Seminar -
Manage Conference Details Cancel Clear Session

Note: If theconferencefor which you want to modify conference details is already selected, as
illustrated in the below example, please proceed to step 4. If the selextpfbrenceis not the
conferencefor which you want to modify conference details, click on the training name to change it, and

then proceed to the next step.

Conference Details

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course hame, andference you
want to modify.

3. Click theManage Conference Detailsutton. The Conference Details screen appears similar to
the following:
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Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

Conference Details
Title GPSII/MLPPE Leader Seminar

Subtitle Wwe Are Familw

[ CE E]

Mumber of Workshop Choices 1 @2 3
for Participants?

Will Participants pay (Yes @ No
Conference Fee?

Save

Use the information in the following table to interpret the form.

Field Name Description
Title Conference title
Subtitle Conference subtitle

Number ofWorkshop Choices| Up to three workshop choices can be selected.
for Participants

Will Participants pay If participants will pay a conference fee, select the Yes radio buttor
Conference Fee? and enter the Conference Fee Amount.
Conference Fee Amount Only vsible when Yes is selected

4. Modify the conference details.

5. Click theSavebutton. The next screen indicates that the conference details have been updated.
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Addinga Room
Toadda room

1. On theTraining Managementab, selectModify Conference>Rooms TheManage Rooms for
a Conferenceacreen appears similar to the following:

Manage Rooms for a Conference

Select a Conference
Year: 2011 A

Project: Fa0l -
Course: | GPS/MAPP Leader Seminar d

Conferences: GPSI/MAPP Leader Seminar -
Manage Rooms Cancel Clear Session

Note: If the conference for which you want to add a room is already selected, as illustrated in the below
example, please proceed to step 4. If the selected conference isvaabhferencefor which you want
to add a room, click on the conference name to change it, and then proceed to the next step.

Manage Rooms for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want to add a room.

3. Click theManageRoomsbutton. The Manage Rooms for a Conference screen appears similar to
the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Selected Conference

GPSIL/MAPP Leader Seminar {click to change)

From: 08/09/2011

To: 08/11/2011
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[ 4 [Add new Room

RoomMame RoomCapacity RoomMotes
ke K |V
Room Details
Room Mame:
Room Capacity: -
Motes:
| Save || Cancel |

There are no Rooms associated with this Conference.

4. Click theAdd new Roomink in the upper left portion of the grid. The Add new Room form
appearssimilar to the following

| 4+ |Add new Reom

Motes:

ReocmMame RoomCapacity RoomMotes
e e e
Room Details
Room Mame:
Room Capacity: -

[

| Save || Cancel |

There are no Rooms associated with this Conference.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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Field Name Description

Room Name Name of room

Room Capacity Maximum room occupancy
Notes Comments

5. Enter the room details.

6. Click theSavebutton.

STARS Technical Support: (800}3A1)

Email: starssupport@bsamihs.org
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Editing a Room

To edit a room:

1. On theTraining Managenent tab, selectModify Conference>Rooms The Manage Rooms for
a Conference screen appears similar to the following:

Manage Rooms for a Conference

Select a Conference
Year: 2010 A

Project: CC02 -

Course: -

Conferences: -
Manage Rooms Cancel

Note: If the conference for which you want to edit a room is already selected, as illustrated in the below
example, please proceed step 4. If the selected conference is not ttenferencefor which you want
to edit a room, click on the conference name to change it, and then proceed to the next step.

Manage Rooms for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course hame, andference for
which you want to edit a room.

3. Click theManageRoomsbutton. The Manage Rooms for a Conference screen appears similar to
the following:
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Manage Rooms for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

| 4 | Add new Room
ReocmMame RoomCapacity RoomMotes
[ | 7| | 7|
,--" Western 100 F.Y

Rooms are sorted algibetically.

4. Click the pencil ico #" i the row which contains theoom you wart to view/edit. TheRoom
Detailsform appears similar to the following:

| + [ Add new Room

RoomMame RoomCapacity RoomMotes
Western || [ [ |
,--" Western 100 A
Room Details

Room Mame:  Western

L

Room Capacity: (100

B

Motes:

[

| Update || Cancel |

Use the information in the following table to interpret the form.

Field Name Description

Room Name Name of room

Room Capacity Maximum room occupancy
Notes Comments

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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5. Edit theroom details.

6. Click theUpdatebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org



STARS for Trainirgroviders| 111

Deleting a Room

To delete a room:

1. On theTraining Managementab, selectModify Conference>Rooms The Manage Rooms for
a Conference screen appears similar to the following:

Manage Rooms for a Conference

Select a Conference
Year: 2010 A

Project: CC02 -

Course: -

Conferences: -
Manage Rooms Cancel

Note: If the conference for whicjou want todeletea room is already selected, as illustrated in the
below example, please proceed to step 4. If the selected conference is nobtifierencefor which you
want to deletea room, click on the conference name to change it, and then prote#te next step.

Manage Rooms for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want tadeletea room.

3. Click theManageRoomsbutton. The Manage Rooms for a Conference screen appears similar to
the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Selected Conference
GPSII/MAPP L eader Seminar {click to change}
From: 08/09/2011 To: 08/11/2011
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[+ | Add new Room
ReocmMame RoomCapacity RoomMotes
[V | || [ |
‘/4 Western 100 F

Rooms are sorted alphabetital

4. Click the delete ico & in the row which contains the room you want to delete. A pgp
message asks whether you are sure you want to delete the room.

5. Click theOKbutton on this message. A pajp message indicatesdhthe room was deleted.

6. Click theOKbutton on this message.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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Adding a Session

To add a session:

1. On theTraining Managementab, selectModify Conference> Sessions The Manage Sessions
for Conference screen appears similar to the following:

Manage Sessions for Conference

Select a Conference
Year: 2011 -

Project: CCoz2 -
Course:

Conferences:

Manage Sessions Cancel Clear Session

Note: If the conference for which you want smlda sessioris already selected, as illustrated in the
below example, please proceed to step 4. If the selected conference is nobtiferencefor which you
want to add a session click on the conference hame thange it, and then proceed to the next step.

Manage Sessions for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want teadd asession

3. Click theManageSessiondutton. The Manag&essiongor Conference screerpaears similar
to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Manage Sessions for Conference

Selected Conference
GPSII/MAPP | eader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

| + | Add new Session

Seszion Number Date Start Time End Time

There are no Sessions associated with this Conference.

4. Click theAdd newSessiorlink in the upper left portion of the grid. The Add n8sssiororm
appears similar to the following:

Manage Sessions for Conference

Selected Conference
Common Core Conference (click to change)

|4k | &dd new Session

Session Mumber Date Start Time End Time

[ [ [ [

Session Date | Wednesday, May 26, 2010 -
Start Time [})
End Time I'E)

| Sawve || Cancel |

There are no Sessions associated with this Conference.

Use the information in the following table to interpret the form.

Field Name Descrigion

Session Date Using the corresponding dregiown, select the session date.
Start Time Using the corresponding time view popup, select the start time.
End Time Using the corresponding time view popup, select the end time.

5. Enter thesessiordetails.

6. Click theSavebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Editing aSession

To edit asession

1. On theTraining Managementab, selectModify Conference> Sessions The Manag&essions
for Gonference screen appears similar to the following:

Manage Sessions for Conference

Select a Conference
Year: 2011 -

Project: CCoz2 -
Course:

Conferences:

Manage Sessions Cancel Clear Session

Note: If the conference for which you wiaio edit a session is already selected, as illustrated in the
below example, please proceed to step 4. If the selected conference is not the conference for which you
want to edit a session, click on the conference name to change it, and then proceed e step.

Manage Sessions for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want to edit a session.

3. Click theManage Sessiongutton. The Manage Sessions for Conference screen appears similar
to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Manage Sessions for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

| 4 [ Add new Session

Session Mumber Date Start Tirme End Time

e 1 87972011 09:00 AM 11:00 AM at

Sessionsre sortednumerically

4. Click the pencil ico #"in the row which contains theessiornyou want to view/edit. The
Sessiometails form appearsimilar to the following:

Manage Sessions for Conference

Selected Conference
GPSII/MAPP | eader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

| 4 | Add new Sessicn

Seszion Mumber Date Start Time End Time
7 1 8/9/2011 02:00 AM 1100 AM A

Session Date | Tuesday, August09, 2011 -
Start Time 9:00 AM o

End Time  (11:00 AM ©

| Update || Cancel |

Use the information in the following table to interpret the form.

Fidd Name Description

Session Date Using the corresponding dregiown, select the session date.
Start Time Using the corresponding time view popup, select the start time.
End Time Using the corresponding time view popup, select the end time.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org



STARS for Trainirgroviders| 117

5. Edit thesesiondetails.

6. Click theUpdatebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Deleting aSession

To delete asession

1. On theTraining Managementab, selectModify Conference> Sessions The Manag&essions
for Conference screen appears similar to the following:

Manage Sessions for Conference

Select a Conference
Year: 2011 -

Project: CCoz2 -
Course:

Conferences:

Manage Sessions Cancel Clear Session

Note: If the conferencéor which you want taleletea session is already selected, as illustrated in the
below example, please proceed to step 4. If the selected conference is not the conference for which you
want to deletea session, click on the conference name to changad,then proceed to the next step.

Manage Sessions for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want to delete a session.

3. Click theManage Sessiongutton. The Manage Sessions for Conference screen appedtarsim
to the following:
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Manage Sessions for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

| 4 [ Add new Session

Session Mumber Date Start Tirme End Time

e 1 87972011 09:00 AM 11:00 AM A

Sessions are sorted numerically.

4. Click the delete ico.# in the row which contains theessioryou want to delete. A popip
message asks you to confirm that you are sure you want to deletedassion

5. ClickOKon this messageA popup message indicates that tlsessiorwas deleted.

6. ClickOKon this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Adding a Workshop
To add a workshop:

1. On theTraining Managementab, selectModify Conference>Workshops The Manage
Workshops for a Conference screen appears sirtolthe following:

Manage Workshops for a Conference

Select a Conference
Year: 2010 A

Project: | CC02 -
Course: -
Conferences: -

| Manage Workshops | | Cancel |

Note: If the conference for which you want to add a workshop is already selected, as illustrated in the
below example, please proceed to step 4. If the selected conference is not the conference for which you
want to add a workshoglick on the conference name to change it, and then proceed to the next step.

Manage Workshops for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want to manage workshops.

3. Click theManage Workshopéutton. The Manag Workshops for a Conference screen appears
similar to the following:

Manage Workshops for a Conference

Selected Conference

GPSII/MAPP | eader Seminar (click to change) TS
From: 08/09/2011 To: 08/11/2011
| + | Add new Workshop

Workshop# | Workshop Title Pre-Requisite WorkshopDescription

Mo records to display.
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4. Click theAdd new Workshogink in the upper left portion of the grid. The Add new Workshop
form appears similar to the following:

| + | Add new Workshop
| Workshop # | Workshop Title | Pre-Requisite | WorkshopDescription
Title
Prerequisite | (Mone) -
Description
| Save || Cancel |
Mo records to display.

Use the information in the following table totarpret the form.

Field Name Description

Title Workshop title

Prerequisite If there is a prerequisite workshop, use the did@wn to select it.
Description Workshop description

5. Enter the workshop details.

6. Click theSavebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Editing a Workshop

To edit aworkshop

1. On theTraining Managementab, selectModify Conference>Workshops The Manage
Workshops for a Conference screen appears similar to the following:

Manage Workshops for a Conference

Select a Conference
Year: 2010 A

Project: | CC02 -
Course: -
Conferences: -

Manage Workshops Cancel

Note: If the conference for which you want édlit a workshop is already selecdteas illustrated in the
below example, please proceed to step 4. If the selected conference is not the conference for which you
want to edit a workshop, click on the conference name to change it, and then proceed to the next step.

Manage Workshops for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the correspondg dropdowns, select the year, project, course hame, and conference for
which you want to manage workshops.

3. Click theManage Workshop$utton. The Manage Workshops for a Conference screen appears
similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Manage Workshops for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change) Othepigated bk

From: 08/09/2011 To: 08/11/2011

| + | Add new Workshop

Workshop # | Warkshop Title Pre-Requisite WorkshopDescription

. Are parent support groups really worth the time and financial and emotional
+ What's the Real Deal with Parent . s pRart g p i o - .
# 1 investment? The answer is a rescunding "yes," if you are ready to think X
Support Groups? . . g
differently and follow a few simple guidelines,

Workshops are sorted numesty.

4. Click the pencil ico #" in the row which contains thevorkshopyou want to view/edit. Th
Workshop Details form appears.

Use the information in the following table to interpret the form.

Field Name Description

Title Workshop title

Prerequisite If there is a prerequisite workshop, use the drd@wn to select it.
Description Workshop description

5. Edit the workshop details.

6. Click theUpdatebutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Deleting a Workshop

To delete avorkshop

1. On theTraining Managementab, selectModify Confeence>Workshops The Manage
Workshops for a Conference screen appears similar to the following:

Manage Workshops for a Conference

Select a Conference
Year: 2010 -
Project: | CC02 -
Course:

Conferences:

Manage Workshops Cancel

Note: If the conference for which you want to delete a workshop is already selected, as illustrated in the
below example, please proceed to step 4. If §edected conference is not the conference for which you
want to delete a workshop, click on the conference name to change it, and then proceed to the next

step.
Manage Workshops for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {(click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and confereoice f
which you want to manage workshops.

3. Click theManage Workshops$utton. The Manage Workshops for a Conference screen appears
similar to the following:
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Manage Workshops for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change) Othepigated bk

From: 08/09/2011 To: 08/11/2011

| + | Add new Workshop

Workshop # | Warkshop Title Pre-Requisite WorkshopDescription

Are parent support groups really worth the time and financial and emotional
investment? The answer is a rescunding "yes," if you are ready to think A
differently and follow a few simple guidelines,

What's the Real Deal with Parent
Support Groups?

Workshops are sorted numerically.

4.

Click thedelete icon# in the row which contains thevorkshopyou want to delete. A popip
message asks you to confirm that you are sure you want to delete the session.

ClickOKon this message. A peyp message indicates that the session was deleted.

ClickOKon this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Adding a Presenter

To add a presder:

1. On theTraining Managementab, selectModify Conference> Presenters The Manage
Presenters for a Conference screen appears similar to the following:

Manage Presenters for a Conference

Select a Conference
Year: 2011 A

Project: Fa0l -

Course: | GPS/MAPP Leader Seminar -
Conferences: GPSI/MAPP Leader Seminar -
[ Manage Presenters | | Cancel || Clear Session |

Note: If the conference for which you want to adg@r@senteris already selected, as illustea in the
below example, please proceed to step 4. If the selected conference is not the conference for which you
want to add gpresenter, click on the conference name to change it, and then proceed to the next step.

Manage Presenters for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns,select the year, project, course hame, and conference for
which you want teadd apresenter.

3. Click theManage Presenterbutton. The Manage Presenters for a Conference screen appears
similar to the following:

Manage Presenters for a Conference

Selected Conference

GPSII/MAPP Leader Seminar (click to change) Ctheated
From: 08/09/2011 To: 08/11/2011

| 4 | Add new Presenter

First Mame Last Mame

Agency

There are no Presenters associated with this Conference.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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4. Click theAdd new Presentelink in the ypper left portion of the grid. The Add new Presenter
form appears similar to the following:

| 4 | Add new Presenter

First Mame

| Last Name Agency

Agency | All Agencies

Presenter

| Add || Close |

There are no Presenters associated with this Conference,

Use the information in the following table to interpret the form.

Field Name Description

Agency Clickthe corresponding droglown,and type in at least 3 l&trs of the
agency name

Presenter Clickthe correspondingirop-down, and type in at least 3 letters of th

presenter name.

5. Select the presentedetails.

6. Click theAddbutton. A popup message indicates that the presenter has been added to the list.

7. Qick theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Removing a Presenter
To remove a presenter:

1. On theTraining Managementab, selectModify Conference> Presenters The Manage
Presenters for a Conference screen appears similar to the following:

Manage Presenters for a Conference

Select a Conference
Year: 2011 A

Project: Fa0l -

Course: | GPS/MAPP Leader Seminar -
Conferences: GPSI/MAPP Leader Seminar -
[ Manage Presenters | | Cancel || Clear Session |

Note: If the cofference for which you want to remove a presenter is already selected, as illustrated in
the below example, please proceed to step 4. If the selected conference is not the conference for which
you want to remove a presenter, click on the conference namehmge it, and then proceed to the

next step.

Manage Presenters for a Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course hame, and conference for
which you want taremove a presenter

3. Click theManage Presenterbutton. The Manage Presenters for a Conferescesen appears
similar to the following:

Manage Presenters for a Conference

Selected Conference
Other related tasks

Common Core Conference (click to change)

| ¥ | Add new Presenter

First Mame Last Name Agency |

|| || |5 |

Lisa Zdon SUC Buffalo - CDHS A

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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4. Click the delete ico & in the row which contains theame of thepresenter you want to
delete. A popup message asks you to confirm that you are sure you want to delete the
presenter.

5. Clickthe OKbutton on this message. A peyp message indicates that the presenter was
deleted.

6. Clickthe OKbutton on this message.
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Addinga Workshop Allocation

Toadda workshopallocation

1. On theTraining Managementab, selectModify Conference>Workshop Allocation The
Workshop Allocatioior Conference screen appears similar to the following:

Workshop Allocation for Conference

Select a Conference
Year: 2010 A

Project: CC02 -
Course: -

Conferences: -
Manage Allocations Cancel Clear Session

Note: If the conference for which you watat add a workshop allocatiois already selected, as
illustrated in the below example, please proceed to step 4. If the selexirfkrence is not the
conference for which you want tadd a workshop allocatigrelick on the conference name to change it,

and then proceed to the next step.

Workshop Allocation for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference fo
which you want teadd a workshop allocation

3. Click theManage Allocationdutton. The Workshop Allocation for Conference screen appears
similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Selected Conference
GPSII/MAPP L eader Seminar (click to change)
From: 08/09/2011 To: 08/11/2011

Select a Session: |1 -
Workshop Allocation for Session:
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Other related tasks

| + | Add new Workshep Allocation

Workshop Title | Room Mame

| Presenters |

Mo records to display.

4. Using the corresporidg dropdown, select the session for which you want to add a waoks

allocation.

5. Click theAdd new Workshop Allocatiotink in the upper left portion of the grid. Thdd
Workshop Allocation window appears similar to the following:

Add Workshop Allocation

Select Workshop: | What's the Real Deal with F=

Available Rooms

Select Room Mame | Capacity
Franklin 100

Roosevelt 100
Washington [100

| Save || Cancel |

6. Select the workshop, room, and presenter.

7. Click theSavebutton.

STARS Technical Support: (800}3A1)

Available Presenters

Select|First Name| Last Mame|Agency

Fildes SUC Buffalo - CDHS
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Editing a Workbop Allocation

To edit a workshop allocation:

1. On theTraining Managementab, selectModify Conference>Workshop Allocation The
Workshop Allocation for Conference screen appears similar to the following:

Workshop Allocation for Conference

Select a Conference
Year: 2010 A

Project: CC02 -
Course: -

Conferences: -
Manage Allocations Cancel Clear Session

Note: If the conference for which you watat edit a workshop allocation is already selected, as
illustrated in the below example, please proceed to step 4. If the selected conference is not the
conference for which you want tedit a workshop allocation, click on the conference name to change it,

and then proceed to the next step.

Workshop Allocation for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want taedit a workshop allocation.

3. Click theManage Allocationdutton. The Workshop Allocation for Conferersmreen appears
similar to the following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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Selected Conference
GPSII/MAPP L eader Seminar (click to change)
From: 08/09/2011 To: 08/11/2011

Select a Session: |1 -
Workshop allocation for Session:
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Other related tasks

| + | Add new Werkshop Allecation

| Workshop Title

| Room Mame | Presenters |

rd What's the Real Deal with Parent Support Groups?

Franklin Diana Fildes, A

4. Using the corresponding dregiown, select the session for which you wanietdit a workshop

allocation.

5. Click the pencil ico #" in the row which contains the workshop allocation you want to
view/edit. The EditWorkshop Allocation form appears similar to the following:

Edit Workshop Allocation

Available Rooms

Select Room Mame Capacity
@  |Franklin 100

Roosevelt 100
Washington [100

6. Edit the workshop allocation as necessatry.

7. Click theUpdatebutton.

STARS Technical Support: (800}3A1)

Selected Workshop: What's the Real Deal with Parent Support Groups?

| Update || Cancel |

Available Presenters

Select First Name| Last Mame | Agency
o Diana Fildes SUC Buffalo - COHS
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Removing a Workshop Allocation

To remove a workshop allocation:

1. On theTraining Managementab, selectModify Conference>Workshop Allocation The
Workshop Allocation for Conference screen appears similar to the following:

Workshop Allocation for Conference

Select a Conference
Year: 2010 A

Project: CC02 -
Course: -

Conferences: -
Manage Allocations Cancel Clear Session

Note: If the conference for which you want to remove a workshop allocation is already selected, as
illustrated in the below example, please proceedstep 4. If the selected conference is not the
conference for which you want to remove a workshop allocation, click on the conference name to

change it, and then proceed to the next step.

Workshop Allocation for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, projeatpurse name, and conference for
which you want to remove a workshop allocation.

3. Click theManage Allocationdutton. The Workshop Allocation for Conference screen appears
similar to the following:
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Workshop Allocation for Conference

Selected Conference
GPSII/MAPP Leader Seminar (click to change) CAEEERES S

From: 08/09/2011 To: 08/11/2011

Select a Session: |1 -
Workshop allocation for Session:
| + | Add new Workshop Allecation

| Workshop Title | Room Mame | Presenters

>

i What's the Real Deal with Parent Support Groups? Franklin Diana Fildes, A

4. Using the corresponding dregiown, select the sessidor which you want to remove a
workshop allocation.

5. Click the delete ico# in the row which contains the workshop allocation you want to delete. A
pop-up message asks you to confirm that you are sure you want to delete the workshop
allocation.

7. Click tre OKbutton on this message. A pajp message indicates that the workshop allocation
was deleted.

8. Click theOKbutton on this message.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org



STARS for Trainirgroviders| 136

Viewingor Assigning Participant Workshop Choices

Toview or assign participant workshop choices

1. On theTraining Managementtab, selectModify Conference> Participant Choices The
Participant Workshop Choicésr Conference screen appears similar to the following:

Participant Workshop Choices for Conference

Select a Conference
Year: 2010 -

Project: | CCo2
Course:

Conferences:

Manage Participant Choices Cancel Clear Session

Note: If the conference for which you want¥iew or assign participant workshop choiéceslready

selected, as illustrated in the below example, please proceed to step 4. If the selected conference is not
the conference for which you wai view or assign participant workshop choicelick on the

conference name to change it, and then proceed toileat step.

Participant Workshop Choices for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want to view or assign participant workshop choices.

3. Click theManage Participant Choicdsutton. The Participant Workshop Choices @onference
screen appears similar to the following:
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Participant Workshop Choices for Conference

Selected Conference
GPSII/MAPP Leader Seminar (click to change) COEEEEES

From: 08/09/2011 To: 08/11/2011

Participant: Diana Fildes - Session: |1 -

Enter Workshop Choices for: Diana Fildes

Session Number: 1
Session Date: 8/9/2011
Start Time: 09:00 AM
End Time: 11:00 AM

Mot attending this session

Please indicate the participant's choice(s) by selecting the dot next to the Workshops.

. First Second
Workshop Ne | Workshop Title Choice Choice
1 What's the Real Deal with Parent Support Groups?
2 Transitioning from Foster Parent to Adeptive Parent

Guarantee this workshop
Mot interested in other workshops

Save Diana's Choice for Session 1

Use the information in the following table to interpret the form.

Field Name Description

Participant Use the corresponding dregiown to select the participant name.

Session Use the correspondingrdp-down to select the session.

Not attending this session Click the corresponding check box if the trainee is not attending thi
session.

First Choice / £tA01 GKS O2NNBalLRYyRAYy3I OKSO]
workshop.

Second Choice Cig GKS O2NNBalLRyRAy3d OKSO| 0°2
choice workshop.

Guarantee this workshop Click the corresponding check box to guarantee this workshop.

Not interested in other Click the corresponding check box if not interestedthmer workshops.

workshops

4. Select the participant and session for which you want to view or assign participant workshop
choices.

5. View or assigthe participant workshop choices
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6. Click theSavebutton.
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Allocating Participant Workshops

The final step isetting up a conference is allocating participant workshops. This function can only be
performedonce for a conference. If participants are registered after running the workshop allocation,
you willneedto manually assign workshops for them.

Toperformthe final allocation of participant workshops

1. On theTraining Managementab, selectModify Conference> Final Participant Allocation The
Final Participant Allocation for Conferergmreen appears similar to the following:

Final Participant Allocation for Conference

Select a Conference
Year: |2010 A

Project: CC02 -

Course: -

Conferences: -
Manage Final Allocations Cancel Clear Session

Note: If the conferencéor which you want to allocate participant workshops is already selected, as
illustrated in the below example, please proceed to step 4. If the selected conference is not the
conference for which you want to allocate participant workshops, click on thiegemce name to
change it, and then proceed to the next step.

Participant Workshop Choices for Conference

Selected Conference
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and conference for
which you want to perform the final allocation of participant workshops.

3. Click theManage FinalAllocationsbutton.

4. Run the final allocation.
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Nominating Participants

Agencies that are not up and running on STARS, or do not have access to STARS for whatever reason,
gAtft NBIJdANB (GKS GNIAYAy3d LINE JA R Bipalsarehotmiaated G | y OS
for training via theNominate Participantsoption that is part of theManage Trainingsnenu on the

Training Managementab.

Tonominateparticipants

1. On theTraining Managementab, selectManage Trainings Nominate Participants The
Register Participantscreen appears similar to the following:

Register Participants for Training

Select a Training
Year: 2011 -

Project: CCoz2 -
Course: -

Training deliveries:

Register Participants Cancel Clear Session

Note: If thetrainingfor which you want tmominate participantss already selected, as illustrated in the
below example, please proceed to step 4. If the selettaidingis not thetrainingfor which you want
to nominate participantsclick on therainingname to change it, and then proceed to the next step.

Register Participants for Training

Selected Training
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and training for
which you want taegister paticipants

3. Click theRegister Participantbutton. TheRegister Participant®r Trainingscreen appears
similar to the following:
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Register Participants for Training

Selected Training
GPSII/MAPP Leader Seminar (click to change)
From: 08/09/2011 To: 08/11/2011

New Mominee(s)
Select an Agency | (Al Agencies) -
Nominate -

Designated Driver

MNotes

Add Nominee

This taining offers ledging, Please click here to update trainee's lodging options,

List of people already nominated for this Training event.

Last Name First Name Status
Fildes Diana Mominated
Zdon Lisa Mominated

4. Find the participant that you want to add to the training:

a. Enter the name of the agency that the participant is atiiawith in theSelect an
Agencyfield and then select the agency using the ddipwvn. (Only accept the default
2LIA2y 2F 1ff 1 3SyOASa ¢KSy @2dz R2y Qi 1y26
with.)

b. Enter the last name of the participant in the Nomie field and then select the name
using the dropdown.

c. Put acheck in the box for Designated Driver if the trainee is eligible for mileage
reimbursement.

d. Use the Notes field to enter any required information.

5. Click theAdd Nomineebutton. A popup messagéndicates that the nominee has been added
to the training.

Clickthe OKbutton on this message.
LT GKS GNIAYyAYy3a 2FFSNBE f2R3IAYI YR &82dz gAaK (2
click the corresponding link. See the section named Updéaiialging for more information.

No
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Updating Nominations

Nominating agencies can update nominations any time prior and up to the registration deadline date.
However, ia nominating agencgeedsto update a homination after the registration deadlidate has
passedthe agencywill need tocontactthe training providerThe training providecanmake the
necessary adjustmenisa theUpdate Nominationsoption that is part of theMlanage Trainingsnenu

on theTraining Managementab. TheUpdate Nominationsmenu option is used to cancel a

nomination, update trainee notesnd adjust priority ranking

Toupdate nominations

1. On theTraining Managementab, selectManage Trainings Update Nominations TheUpdate
Nominationsscreen appears similar to the follavg:

Update Nominations

Select a Training
Year: 2010 -

Project: CCo2 -
Course: -

Training deliveries: -
Update Mominations Cancel Clear Session

Note: If the training for which you want to nominate participants is already selected, as illustrated in the
below example, please proceed to step 4. If the selected training is not the training for which you want
to nominate participants, click athe training name to change it, and then proceed to the next step.

Update Nominations

Selected Training
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course hame, and training for
which you want to update nominations.

3. Click theUpdate Nominationsbutton. TheUpdate Nomimtionsscreen appears similar to the
following:
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oo} Last Name First Mame Sessions Priority Status Agency JI;L:zactional MNotes ::aTsore
Z | [E  Fildes Diana 0 2 Nominated oo BAfelo Administiative povertoses X
ra ] Kazmierczak = Aimee 0 3 Mominated -Slglz(ég:ffalo ?:ﬂi?;?;atm S:t:ﬁrsto K
rd | Zdon Lisa 0 1 Nominated _Slé%g:ffalo ?jﬂi?;i:;atiw ?;t\;ﬁrsto K

| Add Walk-Ins

Global Status Change

4. Click the pencil ico #"in the row which contains the nanaf the nomineefor which you
want to update the nomination. The Update Nomination screen appears similar to the

following:

Update Nominations

Selected Training

GPSII/MAPP | eader Seminar (click to change)
From: 08/09/2011 To: 08/11/2011

. . . Functicnal See more
[aln} Last Name First Mame Sessions Priority Status Agency Area MNotes details
. . . SUC Buffalo  Administrative Hover to see
v ] Fildes Diana 0 2 Mominated - CDHS Functions details P
. . . SUC Buffalo  Administrative Hover to see
/ = Kazmierczak = Aimee 0 3 Mominated - CDHE Functions detaile X
. . SUC Buffale  Administrative Hover te see
d [ Zdon Lisa 0 1 Mominated CDHS Functions details F.!
Designated Driver [T
Status Mominated A
Pricrity 1 -
Sessions 0 -
Motes
| Update | | Cancel |
Global Status Change
| Add Walk-Ins |

5. Update the nominabn accordingly:
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f Usethe Designated Driver check bboxindicatemileage reimbursement.

To cancethe nomination,using the Status drepgown, selectUser Cancelled

f To adjust the priority ranking, using tleerrespondingirop-down, select the priority
number.

1 To update the trainee notes, enter the notesthe Notes text box

=

6. Click theUpdatebutton to save the changes.
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Updating Lodging

Nominating agencies can update lodging information any time prior and up to the registration deadline
date. However fia nominating agency needs to update a lodging record after the registration deadline
date has passedhe agency will need to contattie training providerThe training providecanmake

the necessary adjustments via thipdatet I NIi A QadgihggptioR én theTraining Management

tab. TheUpdatet | NJi A Q.adgihgyieh@aption is used tapdate the arrival date, room type,
roommate, and trainee notes

To updatdodging

1. On theTraining Managementab, selectUpdatet | NJi A Q.adgihgylie ®adat Lodging
Informationscreen appears similar to the following:

Update Lodging Information

Date Range
From: 4/28/2010 [EE To: B/28/2010

Trainings offered in chosen date range

Choose a Training hd

Please select a training first

2. Using the corresponding dregiowns, select th&late rangeand training for which you want to
updatelodging The Updatd_odging Informatiorscreen appears similar to the following:

Update Lodging Information

Date Range
From: 6/15/2011 [E To: 10/28/2011

Trainings offered in chosen date range

GPS/MAPP Leader Seminar -

Lodging Preferences for Training: GPS/MAPP Leader Seminar

First Mame Last Name Agency
_/‘ Diana Fildes SUC Buffalo - CDHS
7 Aimee Kazmierczak 5UC Buffalo - CDHS
4 Lisa Zdon SUC Buffale - CDHS
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3. Clik the pencil icor #" in the row which contains the name of the nominee for which you
want to update thdodging information The Updatd.odging Informatiorscreen appears similar

to the following:

Update Lodging Information

Date Range
From: 6/15/2011 [EH To: 10/28/2011

Trainings offered in chosen date range

GPS/MAPP Leader Seminar -

Lodging Preferences for Training: GPS/MAPP Leader Seminar

First Narme Last Mame

Agency

Lodging preferences for: Diana Fildes
Arrival Date: |g9,/2011

Departure Date: 5/11,/2011
Handicap:
Smoking:

Room Type: | Commuter

Motes:

Save Cancel

v Diana Fildes

Aimee Kazmierczak

Lisa Zdon

SUC Buffalo - CDHS

5UC Buffalo - CDHS
SUC Buffalo - CDHS

4. Update the lodging information accordingly:

1 To update he arrival date, usinthe calendar popupselectthe new arrival date.

==

To indicate special needssethe corresponding Handicap and Smoking check boxes.

9 To update the room type, using tledrrespondinglrop-down, select one of the

following options: Commiter, Single, or Double

1 To update the roommatghen the room type is double, highlight the name of the
roommate and then click theorresponding arrow to either add or remove the name.
1 The Notes field can be used to type information regarding specialsydedexample,

the trainee needs a room on the first floor.
1 To update the trainee notes,

5. Click theSavebutton to save the changes
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Managing Meals

Mealchoicesare scheduled via thlanage Mealption that is part of theManage Trainingsnenu on
the Training Managementab.

Adding Meal Choices

Toadd meal choices

1. On theTraining Managementab, selectManage Trainings Manage Meals The Meal Choices
Offered screen appears similar to the following:

Meal Choices Offered

Select a Training
Year: 2010 -

Project: | CCO2 -

Course: -

Training deliveries: -
Manage Meals Cancel

Note: If the training for which you want @dd meal choices is already selected, as illustrated in the
below example, please proceed to step 4. If the selected training is not the training for which you want
to add meal choice<lick on the training name to change it, and then proceed to the stext.

Meal Choices Offered

Selected Training
GPSII/MAPP Leader Seminar {click to changs)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and training name
for which you want teaddmealchoices

3. Click theManage Mealdutton. The Meal Choices Offered screen appears similar to the
following:
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Meal Choices Offered

Selected Training
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

Meal choices offered
Select Date: Tuesday, August(09, 2011 -
Breakfast Choices

| + | &dd new breakfast choice

Meal

Mo breakfast offered.

Lunch Choices

| 4 | Add new lunch choice

Meal

Ma lunch offered.

Dinner Choices

| 4+ | Add new dinner choice

Ieal

Mo dinner offered.

The trainirg start date is automatically selected by default.

4. Select the date for which you want smld mealchoices Note: If training is one day, it is not
necessary to make a date selection.

Mealchoicesmay be scheduled for the following meal types: breakflasich, and dinner. If meal
choicesare notbeing offeredfor a specific meal type, timethat meal typesectionshould be lefempty.

5. Click theAddX linkto schedule meathoices The Add meal choice screen appears similar to the
following:

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org



STARS for Trainirgroviders| 149

Add Breakfast Choice 3

Add Breakfast Choice

Meal:

Save Cancel

6. Enter the nealchoicein the Meal field.
7. Click theSavebutton. A popup message indicates that the new meal choice has been added.

8. Click theOKbutton on this messagd.-he meathoicewill display in the meal type section to
which it was added.

9. Repeat the previos steps until all meahoicesare added
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Editing Meal Choices

Toedit mealchoices

1. On theTraining Managementab, selectManage Trainings Manage Meals The Meal Choices
Offered screen appears similar to the following:

Meal Choices Offered

Select a Training
Year: 2010 -

Project: CC02 -
Course:

Training deliveries:

Manage Meals Cancel

Note: If the training fo which you want to edit meal choices is already selected, as illustrated in the
below example, please proceed to step 4. If the selected training is not the training for which you want
to edit meal choices, click on the training name to change it, and peceed to the next step.

Meal Choices Offered

Selected Training
GPSII/MAPP Leader Seminar {click to changs)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and training name
for which you want teedit meal choices

3. Click theManage Mealdutton. The Meal Choices Offered screen appears similar to the
following:
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Meal choices offered
Select Date: Tuesday, August09, 2011 ~
Breakfast Choices

| 4+ [Add new breakfast choice

Meal

r Veggie Bagel

Lunch Choices

| 4 [ Add new lunch choice

Meal

Me lunch offered.

Dinner Choices

| 4+ | Add new dinner choice

Meal

Mo dinner offered.

The training start date is automatically selected by default.

4. Select the date for which you want to edit meal choices. Note: If training is one day, it is not

necessary to make a date selection.

5. Click the pencil ico #" in the row which contaia the meal choice you want to view/edit. &h

Edit meal choice form appears similar to the following:

Edit Breakfast Choice

Edit Breakfast Choice

Meal: WYeggie Bagel

| Update || Cancel |
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6. Make changes as needed.

7. Click theUpdatebutton to save thechangesA pop-up message indicates that the meal choice
has been updated.

8. Click theOKbutton on this message.
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Deleting Meal Choices

It is not possible to delete a meal choice that has trainee records associated with it. However, if a meal
choice is added in error and no trainee records have been associated with that meal choice, ibie poss
to delete the meal choice by performing the steps outlined below.

To delete meal choices:

1. On theTraining Managementab, selectManage Trainings Manage Meals The Meal Choices
Offered screen appears similar to the following:

Meal Choices Offered

Select a Training
Year: 2010 -

Project: CC02 -
Course:

Training deliveries:

Manage Meals Cancel

Note: If the traning for which you want to delete meal choices is already selected, as illustrated in the
below example, please proceed to step 4. If the selected training is not the training for which you want
to delete meal choices, click on the training name to chahgmd then proceed to the next step.

Meal Choices Offered

Selected Training
GPSII/MAPP Leader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course name, and training name
for which you want taleletemeal choices.

3. Click theManage Mealdutton. The Meal Choices Offered screen appearsairulthe
following:
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Meal Choices Offered

Selected Training
GPSII/MAPP L eader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

Meal choices offered
Select Date: Tuesday, August09, 2011 ~
Breakfast Choices

| 4 | Add new breakfast choice

Meal
r Veggie Bagel X

Lunch Choices

| + | Add new lunch choice

Meal

Me lunch offered.

Dinner Choices

| + | &dd new dinner choice

Meal

Mo dinner offered.

The training start date is automatically selected by default.

4.

Select the date for which you want to delete meal choices. Note: If training is one day, it is not
necessary to make a date selection.

Click the delete ico & in the row which contains the meal choice you want to delete. A-ppp
messagevill ask if you are sure you want to delete the meal option

Clickthe OKbutton on this message popup message will indicate that the meal choice was
deleted.

Click theOKbutton on this message.
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Verify Training Status
TheVerify Training Status function allows theining provider to view registratiomformation fora
trainingevent The Training Status screen reflettie followingregistrationstatistics: Dates, Enrollment,

Pre- and Pos{Training data, and alerts that the training provider may find useful during the life cycle of
the training event.

Toverify the training status

1. On theTraining Managementab, selectVerify Training StatusThe Training Status screen
appeas similar to the following:

Training Status

Select a Training
Year: 2011 -

Project: CC02 -
Course: -

Training deliveries: -
View Training Status Cancel Clear Session

Note: If the training for which you want tgew the training statuss already selected, as illustrated in
the below example, please proceed to step 4. If the selected training is not the training for which you
want toview the training statusclick on the training name to change it, and then proceed to the next

step.

Training Status

Selected Training
GPSII/MAPP L eader Seminar {click to change)
From: 08/09/2011 To: 08/11/2011

2. Using the corresponding dregiowns, select the year, project, course hame, and training for
which you want to view the training status.

3. Click theView Training Statusbutton. The Training Status screen appears similar to the
following:
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Selected Training

GPSII/MAPP Leader Seminar {click to change)

From: 08/09/2011

Registration Statistics

Dates

Nomination Deadline
Announcement Created
Confirmation Memo Created
Training Cancelled

Training Closed

Pre-Training

Pending Acceptance
Accepted/Confirmed
Rejected Notification
Cancelled Under Nomination

Cancelled

Alert

Need to recruit

STARS Technical Support: (800}3A1)

To: 08/11/2011

6/14/2011

ol o o o o

Enrollment

Max # of Trainees
Min # of Trainees

Nominated
Cancelled Provider

Cancelled User

Post-Training

Completed Attendance
Partial Attendance
Walk-Ins

Mo Shows

200

[

=

ol ol o o
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Generating a Trainer Packet

When the registration deadline date has passed, agencies can no longer register online for the training.
This is a good time tgeneratereports for inclusion in the trainer packet:

=A =4 =4 =4 -4 =9

Participant Reaction Questionnaire
Training Test Booklet

Trainee Specific Answer Form
Check Attendance List
Registration Form

Rooming List

Generate the Participant Reaction Questionnaire.

1.

2.

3.

4.

On theReportstab, selectEvaluation> Level I: Participant ReactionParticipant Reaction
Questionnaire

Using the corresponding dregiowns and calendar popups, select the year, project, and date
range.

In the below grid, select the training for which you want to genetiie Participant Reaction
Questionnaire.

Click theGenerate Reporbutton.

Generate the Training Test Booklet.

=

»

On theReportstab, selecttEvaluation>Level Il: Knowledge GamTraining Test Booklet

Using the corresponding dregiowns and calendar pops, select the year, project, and date
range.

In the below grid, select the training for which you want to generate the Training Test Booklet.
Click theGenerate Reporbutton.

Generate the Trainee Specific Answer Form.

1.

2.

3.

4.

On theReportstab, selectEvaluaton > Level II: Knowledge GamTrainee Specific Answer

Form

Using the corresponding dregoowns and calendar popups, select the year, project, and date
range.

In the below grid, select the training for which you want to generate the Trainee SpecifieAnsw
Form.

Click theGenerate Reporbutton.

Generate the Check Attendance List.

=

On theReportstab, selecfTraining>Check Attendance List

Using the corresponding dregiowns and calendar popups, select the year, project, and date
range.

In the below g, select the training for which you want to generate the Check Attendance List.
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Click theGenerate Reporbutton.

Generate the Registration Form.

1.
2.

3.
4.

On theReportstab, selecfTraining> Registration Form

Using the corresponding dregiowns and calendar paps, select the year, project, and date
range.

In the below grid, select the training for which you want to generate the Registration Form.
Click theGenerate Reporbutton.

Generate the Rooming List.

1.
2.

3.
4.

On theReportstab, selecfTraining>Rooming List

Usng the corresponding dredowns and calendar popups, select the year, project, and date
range.

In the below grid, select the training for which you want to generate the Rooming List.
Click theGenerate Reporbutton.
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Updating Training Attendance

When training ends, the training provider updates attendance and closes the training in STARS. This can
be accomplished one of two ways:

1. If the trainer has computer access to the Internet in the classroom, training attendance can be
done via the wekbasedOnline Training Attendancegrogram. The Training Attendance Guide
can bedownloaded atttp://stars.bsc-cdhs.orgby selectinglraining Providers> Tutorials and
Documentation> Training Attendance Guide

2. If the trainerdoes not have computer access to the Internet in the classroom, he or she can
record attendance using theheck Attendance Listnd On-Site Registratiorform. The day after
the training ends, the attendance is then updated using the STARS Provider probeabelow
set of instructions explains this process.

Toupdate trairing attendance

1. On theTraining Managementab, selectManage Trainings Update Attendance TheUpdate
Attendancescreen appears similar to the following:

Update Attendance

Select a Training
Year: 2010 -

Project: | CC02 -

Course: -

Training deliveries: -
Update Attendance Cancel Clear Session

2. Using the corresponding dp-downs, select the year, project, course hame, and training for
which you want taupdate attendance

3. Click theUpdate Attendancebutton. TheUpdate Attendancecreen appears similar to the
following:

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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4. Verify the status of all trainees.

5. Click the pedil icon #" in the row which contains thparticipant name for which you want to
view/edit attendance. The Update Attendance form appears similar to the following:

6. Make changes as needed:

9 If the training offers mileage reimbursement, use the Design&teder check box to
indicate whether the trainee is eligible for mileage reimbursement.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org































































