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STARS for Training Providers 
 
About the STARS Web-based Program for Training Providers 
 
The Office for Children and Family Services (OCFS) and the Office of Temporary Disability Assistance 
(OTDA) has worked closely with The Center for the Development of Human Services (CDHS) to develop a 
web-based program that is accessible via the World Wide Web and directly through the CONNECTIONS 
network. The STARS (Statewide Training Automated Registration System) web-based program for 
training providers offers several benefits: 
 
¶ Real-Time Training Registration: Promotes a paperless process that allows agencies to register 

staff online for all OCFS and OTDA funded training 
¶ User-Friendly Features: Designed to ease the registration process; and  
¶ Reports: Immediate access to training reports 

 
STARS allows real-time registration processing, which means that when a user submits a registration 
request for a State-sponsored training, the provider immediately has access to the registration 
information and can process it accordingly.  
 
The State Training Registration Process 
 
The following steps describe the state training registration process: 
 
1. State staff enters agencies into the system. Once an agency has been entered into the system, 

designated staff (Training Coordinators) can register members of its staff for training. 
2. The agency receives a Stars ID and Password that must be used to access the system. 
3. A state-sponsored course is entered into STARS by the state training provider, including the specific 

days, times, and locations of its offerings. 
4. The state training provider announces the state-sponsored training. 
5. Agencies enter and register staff for state-sponsored training. Before an agency can register a staff 

member for any training, some basic information about the staff member must be entered into 
STARS one time by the agency. 

6. STARS will e-mail training confirmation memos for all participants registered for the class. 
7. The state training provider conducts state-sponsored training. 
8. The state training provider updates training attendance. 
9. The state training provider closes the training file. 
10. Training reports are generated and used to assess the success of training deliveries and to track staff 

participation in the training. 
 
Which Internet Browser to Use  
 
The STARS Training Registration program should be accessed with Internet Explorer 6 or above. Controls 
will not function properly in other browsers, such as Netscape and Opera. If running Internet Explorer 8 
or 9, Compatibility View should be enabled. 
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The Best Screen Resolution 
 
The STARS program is optimized to be displayed at a screen resolution of 1024 x 768 or 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 screens. You will also not be able to view as much of the screen as you would 
at 1024 x 768 or higher.  
 
STARS Website 
 
The address of the STARS website is http://stars.bsc-cdhs.org. The STARS portal contains ten menus: 
Home, !/{ ό!ŘƳƛƴƛǎǘǊŀǘƛƻƴ ŦƻǊ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎύΣ Iw! όIǳƳŀƴ wŜǎƻǳǊŎŜǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴύ, Local 
Districts, OTDA, Public Agencies, Training Providers, Voluntary Agencies, Connections, and STARS 
Support. Hover your mouse over the Training Providers hyperlink and 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 navigate. The Training Providers menu contains two sub menus:  
 

¶ Online Applications  

¶ Tutorials and Documentation 
 
Under the Online Applications menu, you will find links to the following online programs: 
 

¶ STARS Registration ς This program is used to document training deliverables. 

¶ Register for Other Provider Training ς This program allows you to sign on as your provider 
ŀƎŜƴŎȅ ŀƴŘ ǊŜƎƛǎǘŜǊ ȅƻǳǊ ŀƎŜƴŎȅΩǎ ǎǘŀŦŦ ŦƻǊ ǘǊŀƛƴƛƴƎ ǘƘŀǘ ƛǎ ōŜƛƴƎ ƻŦŦŜǊŜŘ ōȅ ƻǘƘŜǊ ǘǊŀƛƴƛƴƎ 
providers and for which your agency meets the target population criteria. 

¶ Online Training Attendance ς This program allows trainers to record training attendance online. 

¶ Provider Training Calendar ς This program is used to search for state-sponsored trainings and 
view the training details.  

¶ iLinc Evaluations ς This program is used to administer the pretest and/or posttest online for 
iLinc training.  

¶ Classroom Evaluations ς This program is used to administer the pretest and/or posttest online 
for classroom training.  

¶ Level II Request Trainee Password ς This program is used to produce a report containing the 
trainee passwords for tests with ID for classroom training. 

 
Tutorials and Documentation 
 
Under the Tutorials and Documentation menu, you will find links to the STARS Provider Web Based 
Quick Start, STARS FAQ for Training Providers, Managing Logins for STARS User Accounts, Training 
Attendance Tutorial, Training Attendance Guide, Training Attendance FAQ, Provider Training Calendar 
Guide, and Level II Evaluation Guide. 
 
The Training Providers menu also contains a link to the Log of Program Updates. This file documents 
changes that were made to the STARS Provider program and the release dates. 

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, 
ȅƻǳ Ŏŀƴ ƻōǘŀƛƴ ǘƘŜ ǇǊƻƎǊŀƳ ŀǘ !ŘƻōŜΩǎ ǿŜōǎƛǘŜΥ http://www.adobe.com .  
 
Obtaining Technical Support 
 
The best way to obtain STARS technical support is via e-mail to starssupport@bsc-cdhs.org. Please be 
sure to include a detailed description of the problem or question. Technical staff at CDHS will research 
your problem and e-mail back a solution, or if necessary, will contact you via phone. If the nature of your 
problem requires immediate assistance, please call (800) 413-3210. An online tutorial has also been 
developed to help guide you through the registration process.  

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

1. On your desktop, double-click the Internet Explorer icon. 
 
 

 
 
 
 
 

2. The Internet Explorer browser opens and your home page displays. 
3. In the Address line, enter http://stars.bsc-cdhs.org. 

 

 
 

4. Press the Enter key. The STARS website displays. 
 

 

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

 
 

5. In the STARS ID box, type your assigned User Name. (You must place your cursor in the User 
Name field to begin.) 

6. In the Password box, enter your password.  
7. Click the Log In button. The STARS Provider Menu appears.  
 

 
 
Moving through the STARS application is easy. Tabs across the top of the page are used to access 
different groups of related activities. Select a tab to access its group of related activities. 
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Changing Your Password  
 
You may change your STARS password at any time by using the Change Your Password option on the 
User Accounts tab. If your password is reset, you will be required to change your password the next 
time you log onto STARS.  
 
To change your STARS password: 
 

1. On the User Accounts tab, select Change Your Password. The Change Password form appears 
similar to the following: 

 

 

2. Enter your old password in the Current Password field. 
 

3. Enter your new password in the New Password field, and once again, in the Confirm New 
Password field. 

 
4. Click the Change Password button. The Change Password form indicates your password has 

been successfully changed as the following example illustrates: 
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Managing Logins for STARS User Accounts 
 
Only users that are designated with Super User rights 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 as Super Users. 
 
Adding a STARS User Account 
 
The Super User can set up STARS user accounts by using the Manage All Logins option on the User 
Accounts tab. This option is only visible to the Super User. A personnel profile containing a valid e-mail 
address must already exist for each STARS user.  
 
To add a new STARS user account: 
 

1. On the User Accounts tab, select Manage All Logins. The user accounts screen appears similar 
to the following: 

 

 
 

2. Click the Add new user link in the upper left portion of the grid. The Add New User screen 
appears similar to the following: 
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By default, STARS Users are sorted by Last Name.  
 

You can search for a user by using the filters associated with the following fields: 
 

¶ First Name 

¶ Last Name 
 

3. Enter the search criteria into the text box field(s) and 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 for Training Providers 6 

 

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

 
 

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

5. Click the Add button. A pop-up 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 the OK button on this message. Next, you will assign the project plan to the user. 
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Assigning a Project Plan to a STARS User 
 
The Super User can assign a project plan to a STARS user account by using the Manage All Logins option 
on the User Accounts tab. This option is only visible to the Super User. 
 
To assign a project plan to a STARS user account: 
 

1. On the User Accounts tab, select Manage All Logins. The user accounts screen appears similar 
to the following: 

 

 
 

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

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

following: 
 

 
 

4. Select a project plan using the corresponding drop-down list. 
 

5. Click the Add button. A pop-up message indicates that the project plan has been added for the 
user. 
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6. Click the OK button on this message. If you wish to add more projects for the selected user, 
repeat the previous steps. 
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Resetting the Password for a STARS User 
 
The Super User can reset the password for a STARS user account by using the Manage All Logins option 
on the User Accounts tab. This option is only visible to the Super User. 
  
To reset the password for a STARS user account: 
 

1. On the User Accounts tab, select Manage All Logins. The user accounts screen appears similar 
to the following: 

 

 
 

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

 
3. Click the Reset Password button. A pop-up message indicates that the password was reset for 

the user. It also indicates the password for this user. 
 

4. Click the OK button on this message. You should inform the user about the change. The user will 
have to change the password the next time he/she logs onto STARS. 
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Deactivating a STARS User Account 
 
The Super User can deactivate a STARS user account by using the Manage All Logins option on the User 
Accounts tab. This option is only visible to the Super User. 
  
To deactivate a STARS user account: 
 

1. On the User Accounts tab, select Manage All Logins. The user accounts screen appears similar 
to the following: 

 

 
 

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. Highlight the user you want to deactivate. 

 
3. Click the Deactivate Account button. A pop-up message indicates that the user has been 

deactivated. 
 

4. Click the OK button on this message. 
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Setting a STARS User as a Super User 
 
The Super User can set a STARS user as a super user by using the Manage All Logins option on the User 
Accounts tab. This option is only visible to the Super User. 
  
To set a STARS user as a super user: 
 

1. On the User Accounts tab, select Manage All Logins. The user accounts screen appears similar 
to the following: 

 

 
 

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 the Set As SuperUser button. A pop-up message indicates that the user has been set as a 

super user. 
 

4. Click the OK button on this message. 
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Updating the Agency Profile 
 
The agency profile option allows you to view and update agency information, including agency name, 
address, phone number, fax number, and primary contact. The agency information is accessed by using 
the Agency Profile option on the Utilities tab. 
 
To update the agency profile: 
 

1. On the Utilities tab, select Agency Profile. The Agency Profile screen appears similar to the 
following: 

 

 
 

2. Make changes to the information as necessary. 
 

3. Click the Save button. 
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Changing the Active Agency 
 
Certain options that are part of the Data Maintenance tab allow the user to change the active agency. By 
default, the active agency is the training provider. Changing the active agency becomes necessary when 
the training provider needs to add a record for an agency that does not have access to STARS, for 
whatever reason. The following steps for selecting the active agency are applicable to the Job Titles, Job 
Units, and Personnel options. 
 
To change the active agency: 
 

1. On the Data Maintenance tab, select one of the following options: Job Titles, Job Units, or 
Personnel. 

2. In the Active Agency section, click the link to change the agency. The link appears similar to the 
following: 

 

 
 

Upon clicking the link, the Select an Agency field appears:  
 

 
 

3. Put your cursor in the field and enter at least three letters of the agency name. The drop-down 
list displays results which match the characters you entered: 

 

 
 

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

5. Click the Change Agency button. 
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Verifying the Job Unit Exists 
 
The Job Unit is an organizational component to which personnel and courses are assigned. The Job Unit 
field is part of the personnel profile and should reflect the unit to which staff is assigned. It is also part of 
the course profile and should reflect the unit or training department that is delivering the instruction. 
Before adding a personnel record or a course, you should first verify that the job unit exists. 
 

1. On the Data Maintenance tab, select Job Units. The Job Unit Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing 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 box and pressing Enter. The information table updates to 
show only the results that match the description you entered, as illustrated in the following 
example: 
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¶ If the unit exists, you may proceed to enter the course. See the section named Adding a Course. 
 

¶ If the job unit was not found, you will need to add it. See the following section named Adding a 
Job Unit. 
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Adding a Job Unit 
 
To add a job unit: 
 

1. On the Data Maintenance tab, select Job Units. The Job Unit Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing the Active Agency. 

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

appears: 
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4. Enter the Job Unit in the Description field. 
 

5. Click the Save button. A pop-up message indicates that the job unit was inserted. 
 

6. Click the OK button on this message. 
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Viewing/Editing a Job Unit 
 
To view/edit a job unit: 
 

1. On the Data Maintenance tab, select Job Units. The Job Unit Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing 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 box and pressing Enter. The information table updates to 
show only the results that match the description you entered, as illustrated in the following 
example: 
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4. Click the pencil icon  in the row which contains the job unit you want to view/edit. The 
Insert/Edit Job Unit form appears similar to the following: 

 

 
 

5. Make changes as needed.  
 

6. Click the Update link to save the changes. A pop-up message indicates that the job unit was 
updated. 

 
7. Click the OK button on this message. 
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Deleting 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 possible to delete the job unit by performing the steps outlined below. 
 
To delete a job unit: 
 

1. On the Data Maintenance tab, select Job Units. The Job Unit Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing 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 box and pressing Enter. The information table updates to 
show only the results that match the description you entered, as illustrated in the following 
example: 
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4. Click the delete icon  in the row which contains the job unit you want to delete. A pop-up 
message indicates the job unit was deleted. 

 
5. Click OK on this message. 
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Verifying the Job Title Exists 
 
The Job Title ƛǎ ǘƘŜ ƴŀƳŜ ǘƘŀǘ ǊŜǇǊŜǎŜƴǘǎ ŀ ǇŜǊǎƻƴΩǎ ŜƳǇƭƻȅƳŜƴǘ Ǉƻǎƛǘƛƻƴ ŀƴŘ ǘƻ ǿƘƛŎƘ ǇŜǊǎƻƴƴŜƭ 
records are assigned. The job title drop-down is part of the personnel profile. Before adding a personnel 
record, you should verify that the job title exists in the Job Title Maintenance screen. 
 

1. On the Data Maintenance tab, select Job Titles. The Job Title Maintenance screen appears 
similar to the following: 

 

 
 
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 named Changing the Active Agency. 
 

3. You can search for the job title quickly by entering 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: 
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If the job title exists, you may proceed to enter the personnel record. See the section named Adding 
a Personnel Record. If the job title was not found, you will need to add it. See the following section 
named Adding a Job Title. 
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Adding a Job Title 
 
To add a job title: 
 

1. On the Data Maintenance tab, select Job Titles. The Job Title Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing the Active Agency. 
 

3. Click the Add new Job Title link in the upper left portion of the grid. The Add Job Title form 
appears: 
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4. Enter the Job Title in the Description field. 
 
5. Click the Save button. A pop-up message indicates that the new job title was added. 

 
6. Click the OK button on this message. 
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Viewing/Editing a Job Title 
 
To view/edit a job title: 
 

1. On the Data Maintenance tab, select Job Titles. The Job Title Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing the Active Agency. 

 
3. Locate the job title you want to view or edit. You can search for the job title quickly 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 icon  in the row which contains the job title you want to view/edit. The Edit 
Job Title form appears similar to the following: 
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5. Make changes as needed. 
 

6. Click the Update button to save the changes. A pop-up message indicates that the job title has 
been updated. 

 
7. Click the OK button on this message. 
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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 the job title by performing the steps outlined below. 
 
To delete a job title: 
 

1. On the Data Maintenance tab, select Job Titles. The Job Title Maintenance screen appears 
similar to the following: 

 

 
 

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 named Changing the Active Agency. 

 
3. Locate the job title you want to delete. You can search for the job title quickly 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. 
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4. Click the delete icon  in the row which contains the job title you want to delete. A pop-up 
message indicates the job title was deleted. 
 

5. Click the OK button on this message. 
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Personnel Records 
 
The Personnel option on the Data Maintenance tab allows you to enter demographic information about 
agency staff into the STARS database. A personnel record for a staff person must be entered one time 
into the STARS database before that person can be registered for state or local training. Also, before a 
course is added, a training provider must verify that a personnel record has been entered for both the 
course contact and trainer, since the course contact information is required when adding the course and 
the trainer is selected when scheduling training. 
 
Note: Training providers 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 the Data Maintenance tab, select Personnel. The Personnel Maintenance screen appears 
similar to the following: 

 

 
 

By default, personnel 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. If the desired agency name is not shown in the Active Agency field, change this by performing 

the steps previously described in the section named Changing the Active Agency. 
 

3. Locate the personnel record you want to view or edit. You can search for a person quickly by 
ŜƴǘŜǊƛƴƎ ǘƘŜ ǇŜǊǎƻƴΩǎ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ [ŀǎǘ bŀƳŜ ǘŜȄǘ ōƻȄ ŀƴŘ ǇǊŜǎǎƛƴƎ 9ƴǘŜǊΦ ¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ 
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table updates to show only the results that match the filter criteria you entered, as illustrated in 
the following example. 

 

 
 
To perform a universal search for a person: 
 

1. Select the All Agencies radio button.  
 

 
 

2. Enter the First Name, Last Name, and/or User ID. 
 
3. Click the Search button. 
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Adding a Personnel Record 
 

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

 
2. If the personnel record does not already exist, click the Add new Personnel link in the upper left 

portion of the grid. The Add Personnel form appears similar to the following: 
 

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

Field Name Description 

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

First Name Given name 

Middle Initial First letter of middle name 

Last Name Surname, family name 
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Gender Male or Female 

Address Office address 

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 working for the 
agency. The options are Active or Inactive. 

Staff Type Organizational category.  

Hired  Date that employment began 

Job Type Occupational category 

Job Title bŀƳŜ ǘƘŀǘ ǊŜǇǊŜǎŜƴǘǎ ŀ ǇŜǊǎƻƴΩǎ ŜƳǇƭƻȅƳŜƴǘ Ǉƻǎƛǘƛƻƴ 

Unit Organizational component to which courses and people are assigned 

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 this 
field. 

Trainer If the person is an instructor, you would put a check in the box for this 
field. 

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

UserID New York State Directory Services (NYSDS) ID 

Functional Areas 1, 2 & 3 Represents the job functional area group within the agency. This is a 
State-defined field. Up to three areas may be defined. At least one is 
required. 

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

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

applicable. 
 

4. Click the Save button. 
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Viewing/Editing a Personnel Record 
 

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

 

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

 
 

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

Field Name Description 

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

Agency Agency name 

First Name Given name 

Last Name Surname, family name 
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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 NaƳŜ ǘƘŀǘ ǊŜǇǊŜǎŜƴǘǎ ŀ ǇŜǊǎƻƴΩǎ ŜƳǇƭƻȅƳŜƴǘ Ǉƻǎƛǘƛƻƴ 

Job Change Reason for alteration of employment status 

Unit Organizational component to which courses and people are assigned 

Email Email address to which STARS notifications should be sent 

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

 
3. Make changes as needed. 

 
4. Click the Update button to save the changes. 
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Deleting a Personnel Record 
 
It is not possible to delete a personnel record that has training attendance records 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 record by performing the steps previously described in the section named 
Finding a Personnel Record. 

 

2. Click the delete icon  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 want to delete the record. 

 
3. Click OK on this message. 
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Adding a Course 
 
The Manage Courses menu option on the Training Management tab is used to add, edit, and view 
course offerings associated with state training contracts. 
 
To add a new course, please perform the steps outlined below. If you need to add a course that is the 
ǎŀƳŜ ŀǎ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΣ ǇƭŜŀǎŜ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴΣ ǘƛǘƭŜŘ ΨaƻŘŜƭƛƴƎ ŀ /ƻǳǊǎŜΩΦ 
 
To add a course: 
 

1. On the Training Management tab, select Manage Courses. The Manage Course screen appears 
similar to the following: 

 

 
 
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 drop-down lists, select the year and project for which you want to add 

a course. 
 

3. Before you proceed to add a course, verify that it does not already exist. You can search 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. 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 project, click the Add new Course 

link in the upper left portion of the grid. A pop-up message asks whether this is a BT course: 
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5. Make the appropriate selection: 
a. If the course is funded by the Bureau of Training, select the Yes radio button. This will 

make the training visible to the target population. 
b. If the course is not funded by BT, select the No radio button. The training will not be 

visible to the target population.  
 
The Course Profile appears similar to the following: 
 

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

Field Name Description 

Course Name Name of the course as spelled out in the contract. 

Course Description Summary of the course description in the contract. 

Target Population Description Defined in the contract. Might include region or worker type. 

Prerequisites If there are requirements, 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 course. 

Content State-defined field and filter used by STARS users to nominate 
participants for training. 
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Contact Course contact person. The name, phone number, and email address 
of the contact is displayed in the training announcement and 
confirmation memo. 

Number of Offerings The number of trainings/deliveries which may be offered for the 
course. 

Maximum Trainees The largest number of trainees that can participate in the training as 
specified per the contract. The maximum number of trainees 
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 a 
training session. The minimum number of trainees automatically 
carries over to any training event scheduled for that course. 

Project When BT Course = Yes, a project must be selected. 

 
6. Enter the course information, making sure to use the drop-down lists where applicable. 

 
7. Click the Save button. A pop-up message indicates that a new course has been added. 

 
8. Click the OK button on this message. 
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Modeling a Course 
 
The Model Course button that is part of the Manage Courses screen is used to model a course from the 
previous year to the current year. 
 
To model a course: 
 

1. On the Training Management tab, select Manage Courses. The Manage Course screen appears 
similar to the following: 

 

 
 

2. Using the corresponding drop-down lists, select the year, project, and course you want to 
model. 
 

3. Click the Model Course button. The Model a Course screen appears similar to the following: 
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4. Verify the information and if necessary, make changes, and then click the Model Course button. 
 

 
 
 



STARS for Training Providers 42 

 

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

Editing a Course 
 
To edit a course: 
 

1. On the Training Management tab, select Manage Courses from the drop-down list. The Manage 
Course screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-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, you can search 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. Click the pencil icon  in the row which contains the course you want to view/edit. The Edit 
Course Details form appears similar to the following: 
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5. Make changes as needed. 
 

6. Click the Update button to save the changes. A pop-up message indicates that the course details 
have been updated. 
 

7. Click the OK button on this message. 
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Deleting a Course 
 
It is not possible to delete a course 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 the Training Management tab, select Manage Courses. The Manage Course screen appears 
similar to the following: 

 

 
 

2. Using the corresponding drop-down lists, select the year and project for which you want to 
delete a course. 

 
3. Locate the course you want to delete. When multiple courses are listed, you can search 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. Click the delete icon  in the row which contains the course you want to delete. A pop-up 
message asks you to confirm that you are sure you want to delete the course. 

 
5. Click OK on this message. 
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Adding a Test Name 
 
The Manage Tests option on the Evaluation tab allows you to add test names. 
 
To add a test name: 
 

1. On the Evaluation tab, select Manage Tests. The Manage Tests screen appears similar to the 
following: 

 

 
 

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

 
3. Before you proceed to add a test, verify that it does not already exist. By default, tests are 

sorted by Test Name. 
 

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

 

 
 

5. Using the corresponding drop-down, select the Project and then enter the Test Name. 
 

6. Click the Save button. A pop-up message indicates that the new test has been added. 
 

7. Click OK on this message. 
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Editing a Test Name 
 
The Manage Tests option on the Evaluation tab allows you to edit test names. 
 
To edit a test name: 
 

1. On the Evaluation tab, select Manage Tests from the drop-down list. The Manage Tests screen 
appears similar to the following: 

 

 
 

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

 

3. Click the pencil icon  in the row which contains the test name you want to view/edit. The 
Edit Test form appears similar to the following: 
 

 
 

4. Make changes as needed. 
 

5. Click the Update button to save the changes. A pop-up message indicates that test details have 
been updated. 
 

6. Click OK on this message. 
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Deleting a Test Name 
 
The Manage Tests option on the Evaluation tab allows you to delete test names. 
 
You cannot delete a test name that has already been administered. 
 
To delete a test name: 
 

1. On the Evaluation tab, select Manage Tests. The Manage Tests screen appears similar to the 
following: 

 

 
 

2. Using the corresponding drop-down lists, select the year and project for which you want to 
delete a test. By default, tests are sorted by Test Name.  

 

3. Click the delete icon  in the row which contains the test name you want to delete. A pop-up 
message asks you to confirm that you are sure you want to delete the test. 

 
4. Click OK on this message. 
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Adding Test Questions and Answers 
 
The Manage Questions option on the Evaluation tab 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 booklet. This is 
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 
question number. 
 
To add test questions and answers: 
 

1. On the Evaluation tab, select Manage Questions. The Manage Questions screen appears similar 
to the following: 

 

 
 

2. Using the corresponding drop-down lists, select the project and test for which you want to add 
test questions and answers. 

 
3. Click the Add new Question link in the upper left portion of the grid. The Add Question form 

appears similar to the following: 
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4. Enter the question and answer information: 
 

¶ Type the question in the Question field. 
 

¶ Specify the number of answers by selecting the corresponding radio button. The maximum 
number of answers is six. 

 

¶ Type the answers in the Answer Choice fields. 
 

¶ Select the correct answer by clicking the Correct Answer radio button that corresponds with 
the correct answer. 
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5. Click the Save button. 
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Editing Test Questions 
 
Test questions and answers are edited via the Manage Questions option on the Evaluation tab. 
 
You cannot edit questions for a test that has already been administered. 
 
To edit test questions and answers: 
 

1. On the Evaluation tab, select Manage Questions. The Manage Questions screen appears similar 
to the following: 

 

 
 

2. Using the corresponding drop-down lists, select the project and test for which you want to edit 
test questions and answers. By default, questions are sorted by number.  

 

3. Click the pencil icon  in the row which contains the test question you want to view/edit. The 
Edit Question form appears similar to the following: 
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4. Make changes as needed. 
 

5. Click the Update button to save the changes. 
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Deleting Test Questions 
 
Test questions and answers are deleted via the Manage Questions option on the Evaluation tab. 
 
You cannot delete questions for a test that has already been administered. 
 
To delete test questions and answers: 
 

1. On the Evaluation tab, select Manage Questions from the drop-down list. The Manage 
Questions screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-down lists, select the project and test for which you want to 
delete test questions and answers. By default, questions are sorted by number.  

 

3. Click the delete icon  in the row which contains the test question you want to delete. A pop-
up message asks you to confirm that you are sure you want to delete the test question. 

 
4. Click OK on this message. 
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Assigning a Test to a Course 
 
The Assign Test to Course option on the Evaluation tab allows you to assign a test to a course. When a 
test is assigned to a course, any training 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 course in the middle of the contract year, then you 
need to use the Assign Test to Training option. 
 
To Assign a Test to a Course: 
 

1. On the Evaluation tab, select Assign Test to Course. The Assign Test to Course screen appears 
similar to the following: 

 

 
 

2. Using the corresponding drop-down lists, select the year and project of the course for which you 
want to assign a test. 

 
3. Highlight the course name to view the tests associated with it. 

 
4. Using the corresponding drop-downs, 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. To have a random ID generated for a pre and/or 
posttest, select Require Random ID from the Trainee ID options. 
 

5. Click the Save Test Assignments button. A pop-up message indicates that the test assignment 
for the selected course has been successfully saved. 
 

6. Click OK on this message. 
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Assigning a Test to a Training 
 
The Assign Test to Training option on the Evaluation tab allows you to assign 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 a training ǇǊƻǾƛŘŜǊΩǎ ǘŜǎǘ ǎŎƘŜŘǳƭƛƴƎ ƴŜŜŘǎΦ CƻǊ ŜȄŀƳǇƭŜΣ ŀ training provider may need to 
change tests in the middle of the contract year. Or you may wish to have separate tests under the 
umbrella of a single course. 
 
To Assign a Test to a Training: 
 

1. On the Evaluation tab, select Assign Test to Training. The Assign Test to Training screen appears 
similar to the following: 

 

 
 

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

 
3. Click the View Trainings button.  

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

 
5. Using the corresponding drop-downs, 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. To have a random ID generated for a pre and/or 
posttest, select Require Random ID from the Trainee ID options. 
 

6. Click Save Test Assignments. A pop-up message indicates that the test assignments have been 
successfully saved.  
 

7. Click OK on this message. 
 

 
 
 
   



STARS for Training Providers 56 

 

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

Verifying the Training Site Exists 
 
The training site is a place where training is conducted. The training site field is part of the scheduling 
screen. Therefore, before scheduling training, you should verify that the training site exists. 
 

1. On the Data Maintenance tab, select Training Sites. The Training Sites Maintenance screen 
appears similar to the following: 

 

 
 
Training sites are sorted alphabetically.  
 
2. You can search for the training site quickly by entering its name in the Name text box and pressing 

Enter. Additionally, you can search by city. The information table updates to show only the results 
that match the information you entered, as illustrated in the following example: 

 

 
 

¶ If the training site exists, you may proceed to schedule training. See the section named 
Scheduling Training. 

 

¶ If the training site was not found, you will need to add it. See the following section named 
Adding a Training Site. 
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Adding a Training Site 
 
To add a training site: 
 

1. Before adding a personnel record, you should verify that a record does not already exist by 
performing the steps previously described in the section named Verifying the Training Site 
Exists.  

 
2. If the training site does not exist, click the Add new Training Site link in the upper left portion of 

the grid. The Training Site form appears: 
 

 
 

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 Telephone 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. Enter the training site information, making sure to use the City drop-down where applicable. 

 
4. Click the Save button. 
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Viewing/Editing a Training Site 
 
To view/edit a training site: 
 

1. Locate the training site record by performing the steps previously described in the section 
named Verifying the Training Site Exists. 
 

2. Click the pencil icon  in the row which contains the training site you want to view/edit. The 
Edit Training Site form appears similar to the following: 

 

 
 

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 Telephone number of contact person of site 

Fax Facsimile number of site 

Contact 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 the Update button to save the changes. A pop-up message indicates that the training site 

has been updated. 
 

4. Click the OK button 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 no trainings 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 in the section 
named Finding a Personnel Record. 
 

2. Click the delete icon  in the row which contains the training site you want to delete. A pop-up 
message asks whether you are sure you want to delete the training site. 
 

3. Click the OK button on this message. 
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Target Population Groups 
 
Target population groups are user-defined 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 is limited 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 in the Target Population 
Selection screen when training is scheduled. 
 
Adding a Target Population Group 
 
To add a target population group: 
 

1. On the Data Maintenance tab, select Target Population Groups from the drop-down list. The 
Target Population Groups screen appears similar to the following: 

 

 
 

Target population groups are sorted alphabetically.  
 

2. Click the Add new Target Population Group link in the upper left portion of the grid. The Add 
New Target Population Group form appears similar to the following: 
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3. Enter a name which identifies the target population group you want to add. 

4. Click the Save button. A pop-up message indicates that a new target population group has been 

added. 

5. Click the OK button on this message. 
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Adding Agencies to a Target Population Group 
 
To add an agency to a target population group: 
 

1. On the Data Maintenance tab, select Target Population Groups. The Target Population Groups 
screen appears similar to the following: 

 

 
 
Target population groups are sorted alphabetically.  
 

2. Find the target population group for which you want to add an agency. You can search for a 
target population group quickly by entering the target population group name in the Target 
Population Group text box 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: 

 

 
 

3. Click the Add/Remove Agencies link in the row which contains the target population group for 
which you want to add an agency.  

 
If agencies have not been added yet, the screen appears similar to the following: 
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If agencies have been added to the group, the screen appears similar to the following: 
 

 
 

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: 
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5. If the agency is not part of the target population group, click the Add new agency link in the 
upper left portion of the grid. The Add Agency to Target Population Group form appears similar 
to the following: 

 

 
 

6. Put your cursor in the Agency field and enter at least the first three characters of the agency 
name. The drop-down list displays results which match the characters you entered. 

 

 
 

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

8. Click the Add Agency button. A pop-up message indicates that the agency has been added to 
the target population group. 

 
9. Click the OK button 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 the Data Maintenance tab, select Target Population Groups. The Target Population Groups 
screen appears similar to the following: 

 

 
 
Target 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 text box 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: 
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3. Click the Add/Remove Agencies link in the row which contains the target population group for 
which you want to remove an agency. The agencies associated with the target population group 
display in the grid and are sorted alphabetically, as illustrated in the following example: 

 

 
 

4. Locate the agency you want to remove 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: 

 

 
 

5. Click the delete icon  in the row which contains the agency you want to remove from the 
target population group. A pop-up message asks whether you are sure you want to remove the 
agency from the target population group. 
 

6. Click the OK button on this message. 
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Scheduling Training 
 
Training deliveries are scheduled via the Schedule Training option that is part of the Manage Trainings 
menu on the Training Management tab. 
 
To schedule training: 
 

1. On the Training Management tab, select Manage Trainings > Schedule Training. The Schedule a 
new Training screen appears similar to the following: 

 

 
 

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

3. Click the Schedule Training button. The Schedule a New Training form appears: 
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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 of No if the training is one day or takes place 
over consecutive days.  

Multi Part - Yes Select Yes if the training takes place in different time frames. For 
example, Part 1 runs Monday ς Wednesday for the first week. Part 2 
runs Monday ς Wednesday the following week. Input the total number 
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 parts when you click the Create New Training button. 

Enrollment Option - Open If the default option of Open is accepted, the system will allow more 
than the maximum number of trainees to be nominated for a training 
event. On the registration deadline date, the system will check the 
ƴǳƳōŜǊ ƻŦ ǘǊŀƛƴŜŜǎ άbƻƳƛƴŀǘŜŘέ ǾŜǊǎǳǎ the maximum number of 
trainees: 
 
- LŦ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǘǊŀƛƴŜŜǎ άbƻƳƛƴŀǘŜŘέ ƛǎ ōŜǘǿŜŜƴ ǘƘŜ ƳƛƴƛƳǳƳ ŀƴŘ 
maximum number of trainees, the system will change the delivery 
ǎǘŀǘǳǎ ŦǊƻƳ άhǇŜƴ bƻƳƛƴŀǘƛƻƴέ ǘƻ ά/ƭƻǎŜŘ bƻƳƛƴŀǘƛƻƴ hYέ ŀƴŘ ƛǘ ǿƛƭƭ 
ǳǇŘŀǘŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǘǊŀƛƴŜŜǎ ŦǊƻƳ άbƻƳƛƴŀǘŜŘέ ǘƻ ά!ŎŎŜǇǘŜŘέΦ  
 
-If the number of trainees nominated is greater than the maximum 
number of trainees, the system will change the delivery status from 
άhǇŜƴ bƻƳƛƴŀǘƛƻƴέ ǘƻ ά/ƭƻǎŜŘ bƻƳƛƴŀǘƛƻƴ hǾŜǊέ ŀƴŘ ƛǘ ǿƛƭƭ ǳǇŘŀǘŜ 
ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǘǊŀƛƴŜŜǎ ŦǊƻƳ άbƻƳƛƴŀǘŜŘέ ǘƻ άtŜƴŘƛƴƎ !ŎŎŜǇǘŀƴŎŜέΦ 
The training provider will then make cuts based on the priority ranking 
ǎȅǎǘŜƳΣ ŀǎǎƛƎƴƛƴƎ ŀ ǎǘŀǘǳǎ ƻŦ ά!ŎŎŜǇǘŜŘέ ƻǊ άwŜƧŜŎǘŜŘέ ǘƻ ŜŀŎƘ 
nominee.  
 
-If the number of trainees nominated is less than the minimum 
number of trainees, the system will change the delivery status from 
άhǇŜƴ bƻƳƛƴŀǘƛƻƴέ ǘƻ ά/ƭƻǎŜŘ bƻƳƛƴŀǘƛƻƴ ¦ƴŘŜǊέ ŀƴŘ ƛǘ ǿƛƭƭ ǳǇŘŀǘŜ 
ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǘǊŀƛƴŜŜǎ ŦǊƻƳ άbƻƳƛƴŀǘŜŘέ ǘƻ άtŜƴŘƛƴƎ !ŎŎŜǇǘŀƴŎŜέΦ 
The training provider will then need to make a decision on whether to 
recruit more trainees or cancel the event.  
 
Open enrollment is usually done so that a training provider can gather 
information on demand for training events. It is considered a fair 
enrollment system, as the target agencies have the opportunity to 
ǎǳōƳƛǘ ƴƻƳƛƴŀǘƛƻƴǎ ŘǳǊƛƴƎ ǘƘŜ άhǇŜƴ bƻƳƛƴŀǘƛƻƴέ ǇŜǊƛƻŘ ǿƛǘƘƻǳǘ 
being closed out. For open enrollment trainings, registrants receive 
email confirmation of acceptance/or non-acceptance after the 
registration deadline date passes. 

Enrollment Option - Closed If a training event is set to Closed enrollment, the system will not allow 
ƳƻǊŜ ǘƘŀƴ ǘƘŜ ƳŀȄƛƳǳƳ ƴǳƳōŜǊ ƻŦ ǘǊŀƛƴŜŜǎ ǘƻ ōŜ ά!ŎŎŜǇǘŜŘέ ŦƻǊ ǘƘŜ 
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training event. If the number of trainees reaches the maximum before 
the registration deadline date, the system will change the delivery 
ǎǘŀǘǳǎ ŦǊƻƳ άhǇŜƴ bƻƳƛƴŀǘƛƻƴέ ǘƻ ά¢ǊŀƛƴƛƴƎ CǳƭƭέΦ ²ƘŜƴ ȅƻǳ ǊŜƎƛǎǘŜǊ ŀ 
trainee for a closed enrollment training event, the trainee is 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ ά!ŎŎŜǇǘŜŘέΦ ¸ƻǳ Ŏŀƴ ǘƘƛƴƪ ƻŦ ŎƭƻǎŜŘ ŜƴǊƻƭƭƳŜƴǘ ŀǎ ŀ ŦƛǊǎǘ-
come, first serve system. 

Evaluation Option ς 
Participant Reaction 

The Participant Reaction Questionnaire is required for the following 
categories of deliverables regardless of the length of activity: 
classroom training, virtual classroom (synchronous) training, 
teleconferences, seminars, forums, meetings, computer-based 
(asynchronous) training, and technical assistance. If the Participant 
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 I non-compliance report. 

Evaluation Option ς PR 
Asynchronous Distance 
Learning 

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

Evaluation Option ς PR 
Alternative 

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

Evaluation Option ς Learning 
Gain 

Training providers are expected to measure new knowledge and skills 
gained by participants in training activities they deliver. A pre/posttest 
of trainee knowledge is required for classroom training or virtual 
classroom training over 2 hours in length offered three or more times 
annually. At minimum, a posttest of trainee knowledge is required for 
any classroom or virtual classroom training 2 hours or less offered 3 or 
more times, and for teleconferences with a training curriculum. The 
Learning Gain field is checked automatically when a test is assigned to 
the course. If a test is not assigned to the course or if the training is 
scheduled prior to assigning a test to the course, the box remains 
unchecked. In the latter case, once the test is assigned to the course, it 
would then need to be manually assigned to the training via the Assign 
Test to Training menu option. 

Evaluation Option ς Learning 
Gain Alternative 

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

Evaluation Option ς LG Not 
Done 

The LG Not Done option is only available in Edit mode and only after 
the training has ended. It may be used when the Evaluation Level II: 
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 from the level II 
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non-compliance report. In this situation, a reason for not conducting 
the evaluation should be entered in the LG Notes field in the Manage 
Trainings screen. The LG Notes field may also be used whenever 
another situation occurs that has an impact on your evaluation 
submittal; e.g. ς difficulty retrieving answer sheets from participants; 
or other unusual factors that might have a negative impact on the test 
results. 

Evaluation Option ς Transfer The transfer of learning (impact on job performance) check box is 
available for selection. However, it is not currently being measured in 
STARS. 

Billing Option ς Billable Select Billable if training fees are involved. 

Billing Option ς Non Billable Accept the default value of Non Billable if no training fees are involved. 

Reimbursement ς None  Accept the default value of None if there is no reimbursement for 
mileage or hotel. 

Reimbursement ς Mileage Select Mileage if only mileage is being reimbursed. 

Reimbursement ς Hotel  Select Hotel if only lodging is being reimbursed. 

Reimbursement ς Both Select Both if both mileage and lodging are being reimbursed. 

Registration ς Pre-Registered  Accept the default value of Pre-Registered if STARS users can 
nominate participants for training. 

Registration ς On-Site  Select On-Site if training attendance is to be taken on-site. If On-Site is 
selected, STARS users cannot nominate participants for training. 

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

Target Groups 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 selected. Then, only 
the agencies included in these groups will see the training 
listed when registering for state sponsored training in STARS. 

2. Target population groups and regions are selected. Then, only 
the agencies 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 selected. Then, only the 
agencies matching the types selected AND situated in the 
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 selected will see the training listed 
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when registering for state sponsored training in STARS. In 
addition, agencies of the agency types AND situated in the 
regions selected will see these trainings as well. 

Training Description This field auto-populates with the course description in the course 
profile, but may be modified. If it is not customized, then the Training 
5ŜǎŎǊƛǇǘƛƻƴ ƛƴ ǘƘŜ ŜƳŀƛƭ ǘǊŀƛƴƛƴƎ ŀƴƴƻǳƴŎŜƳŜƴǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ά{ŀƳŜ ŀǎ 
/ƻǳǊǎŜ 5ŜǎŎǊƛǇǘƛƻƴέΦ 

Overflow Hotel This option is only to be used for an event which involves a large group 
of participants and for which a secondary hotel is needed, for example, 
a conference. This option is only visible when Hotel or Both is selected 
in the Reimbursement section. To select an overflow hotel, simply click 
the Overflow Hotel button, click the corresponding check box, and 
using the filters for County, City, and Name, select the overflow hotel. 

Training Title This field auto-populates with the course name, but may be modified. 

Training Dates ς Start Date The training start date is selected using the calendar pop-up. Please be 
sure to click on the date inside the calendar. 

Training Dates ς End Date The training end date is selected using the calendar pop-up. Please be 
sure to click on the date inside the calendar. 

Training Dates ς Deadline Date The registration deadline date automatically defaults to two weeks 
prior to the training start date, but may be modified using the calendar 
pop-up. 

Training Site ς County  The county or district where the training will occur. 

Training Site ς City Metropolis where the training will occur. 

Training Site ς Name Name of the place where the training will occur 

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

Training Times ς Start Time The training start time defaults to 9:00 AM, but may be overwritten by 
typing in the time or using the time view pop-up. 

Training Times ς End Time The training end time defaults to 4:00 PM, but may be overwritten by 
typing in the time or using the time view pop-up. 

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

Hotel ς City Metropolis where the hotel is located. This field is only visible when 
Hotel or Both is selected in the Reimbursement section. 

Hotel ς Name Name of the hotel. This field is only visible when Hotel or Both is 
selected in the Reimbursement section. 

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

Miscellaneous ς Maximum 
Trainees 

This field auto-populates with the maximum number that was entered 
in the course profile, but may be modified. 

Miscellaneous ς Minimum 
Trainees 

This field auto-populates with the minimum number that was entered 
in the course profile, but may be modified. 

Miscellaneous ς Room Enter the room name or number. 
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Miscellaneous ς Sessions The number of training sessions auto-calculates, but may be 
overwritten. 3.5 hours = 1 session. 

Miscellaneous ς Hours The number of training hours auto-calculates, but may be overwritten. 

 
4. Enter the training delivery information, making sure to use the drop-downs where applicable. 

 
5. Click the Create New Training button. A pop-up message indicates that a new training event has 

been scheduled and now you must set up the training announcement. 
 

6. Click OK on this message. The Training Announcement Memo screen appears similar to the 
following: 

 

 

7. Using the pop-up calendar which corresponds with the Scheduled Email Date field, select the 
date for emailing the training announcement. The system 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 announcement. 

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 created on 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 the most current training information when it is 
sent. If the announcement is resent, the file is re-created on the fly, replacing the previous file. 

 
10. To add an attachment, such as a customized registration form or travel policy, click the Add File 

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

 

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

 
a. Click the Select button next to the text box. The Choose File to Upload screen appears 

similar to the following: 
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b. Use the Look in: drop-down to browse to the location which contains the file you want to 
upload, select the file, and then click Open. 

 

 
 

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 the Upload Files button. The name(s) of the 
file(s) appears in the File Name section similar to the following: 
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¶ To delete an attachment, click the Delete button in the row which contains the file name that 
you want to delete. A pop-up message asks whether you are sure you want to delete the file. 
Click OK on this message. 

¶ To send a test announcement, click the Send a test email link. 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 the Send Email button. A pop-up message indicates that the 
training confirmation email has been sent. Click the OK button on this message. 

¶ To resend a revised announcement or to recruit trainees, click the Email Now button.  
11. When the training announcement has been set up, click the Save button to save your changes. A 

pop-up message indicates that you must now set up the training confirmation. 
12. Click OK on this message. The Training Confirmation Memo screen appears similar to the 

following: 
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13. Use the additional information text box field to enter additional information to be included in 
the training confirmation memo. 

14. To add an attachment, click the Add File link in the File Attachments section. This section will 
display fields for selecting the files to upload: 

 

 
 

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

a. Click the Select button next to the text box. The Choose File to Upload screen appears 
similar to the following: 
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b. Use the Look in: drop-down to browse to the location which contains the file you want to 

upload, select the file, and then click Open. 
 

 
 

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 the Upload Files button. The name of the file(s) 
appears in the File Name section similar to the following: 
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¶ To delete an attachment, click the Delete button in the row which contains the file name that 
you want to delete. A pop-up message asks whether you are sure you want to delete the file. 
Click OK on this message. 

¶ To send a test confirmation memo, click the Send a test email link. 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 the Send Email button. A pop-up message indicates 
that the training confirmation email has been sent. Click the OK button on this message. 

15. When the training confirmation has been set up, click the Save button to save your changes. A 
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 via the Model 
Training option that is part of the Manage Trainings menu on the Training Management tab. This 
function helps eliminate the necessity for re-entering information. 
 
To model training: 
 

1. On the Training Management tab, select Manage Trainings > Model Training. The Model 
Training screen appears similar to the following: 

 

 
 

Note: If the training for which you want to model training 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 

model training, click on the training name to change it, and then proceed to the next step. 

 
 

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

 
3. Click the Model Training button. The Model Training screen appears similar to the following: 
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4. Select the training dates. All other training details have been preloaded for the selected training.  
 

5. Click the Create New Training button. A pop-up message indicates that the new training event 
has been successfully created with the new training dates. 

 
6. Click the OK button on this message. 

 
7. If you want to model another training based on this training, click the Model Another Training 

Event button and specify the new dates. 
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Editing Training 
 
Training deliveries are edited via the Edit Training option that is part of the Manage Trainings menu on 
the Training Management tab. 
 
To edit training: 
 

1. On the Training Management tab, select Manage Trainings > Edit Training. The Edit a Training 
screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training name 
you want to edit. 

 
3. Click the Edit Training button. The Edit a Training screen appears similar to the following: 
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4. Make changes as needed. For an explanation of the fields, see the section named Schedule 
Training. 

 
5. Click the Update Training button. 
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Deleting Training 
 
Training deliveries are deleted via the Delete Training option that is part of the Manage Trainings menu 
on the Training Management tab. 
 
To delete training: 
 

1. On the Training Management tab, select Manage Trainings > Delete Training. The Delete 
Training screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training 
delivery you want to delete. 

 
3. Click the Delete Training button. The Delete Training screen displays a message which asks 

whether you are sure you want to delete the training: 
 

 
 

4. Click the Yes, Delete this Training button to delete the training. A pop-up message indicates that 
the training has been successfully deleted. 
 

5. Click the OK button on this message. 
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Cancelling Training 
 
Training deliveries are cancelled via the Cancel Training option that is part of the Manage Trainings 
menu on the Training Management tab. 
 
To cancel training: 
 

1. On the Training Management tab, select Manage Trainings > Cancel Training. The Cancel 
Training screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training 
delivery you want to cancel.  
 

3. Click the Cancel Training button. 
 

4. The Cancel Training screen displays a message which asks whether you are sure you want to 
cancel the training: 
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5. Select a reason for cancellation using the drop-down provided: 
 

¶ Cancelled by State/Program Area 

¶ Fiscal Constraint 

¶ Technical Difficulties (iLinc, Computer Training, etc.) 

¶ Trainees Did Not Show-up 

¶ Trainer Illness 

¶ Trainer Not Available 

¶ Training Rescheduled 

¶ Undersubscribed 

¶ Weather Emergency 
 

6. Click the Yes, Cancel this training button to cancel the training. 
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Setting up a Training Announcement 
 
The STARS training announcements contain detailed information regarding the training, including but 
not limited to: training title, provider, date/time, location, registration deadline, training description, 
target population, course prerequisites, reimbursement, course contact, and additional information. 
Training announcements are displayed in the online training calendar and are also emailed to the 
training target population. The STARS announcement process offers providers the ability to perform the 
following tasks: 
 
¶ Specify the date for e-mailing the training announcement to the target population. If 

unspecified, STARS will not e-mail the announcement. 
¶ Enter additional information to be included in the training announcement. 
¶ Add attachments, such as the travel policy and registration form to the training announcement. 

Note: Only PDF files may be uploaded as attachments.  
¶ Use the Email Now option in an emergency situation; e.g. ς To resend a revised announcement 

or to recruit trainees. The second time an announcement is sent, its file name will include the 
ǿƻǊŘ άǊŜǾƛǎŜŘέΦ Also, the provider will be prompted to enter the reason for resending the 
announcement. The information entered will appear in the Additional Information section of the 
training announcement. 

¶ E-mail a test announcement to the course contact or other person. 
 
Training announcements are set up via the Announcement/Memos option that is part of the Manage 
Trainings menu on the Training Management tab. The following set of instructions guides you through 
the process of setting up e-mail training announcements for the training target population. 
 
To set up a training announcement: 
 

1. On the Training Management tab, select Manage Trainings > Announcement/Memos > 
Announcement. The Training Announcement screen appears similar to the following: 

 

 
 
Note: If the training for which you want to set up a training announcement 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 set up a training announcement, click on the training name to change it, and then 

proceed to the next step. 
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2. Using the corresponding drop-downs, select the year, project, course, and training delivery for 
which you want to set up a training announcement. 

 
3. Click the Manage Announcement button. The training announcement set up screen appears 

similar to the following: 
 

 
 

4. Using the pop-up calendar which corresponds with the Scheduled Email Date field, select the 
date for emailing the training announcement. The system will email the training announcement 
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on the selected date. Note: If this field is left blank, the system will not email 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 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 created on 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 the most current training information when it is 
sent. If the announcement is resent, the file is re-created on the fly, replacing the previous file. If 
you do not want the default registration form attached to the announcement when it is sent, 
you must deselect the check box. 

 
7. To add an attachment, such as a customized registration form or travel policy, click the Add File 

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

 

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

 
a. Click the Select button next to the text box. The Choose File to Upload screen appears 

similar to the following: 
 



STARS for Training Providers 92 

 

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

 
 

b. Use the Look in: drop-down to browse to the location which contains the file you want to 
upload, select the file, and then click Open. 

 

 
 

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 the Upload Files button. The name of the file(s) 
appears in the File Name section similar to the following: 
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¶ To delete an attachment, click the Delete button in the row which contains the file name that 
you want to delete. A pop-up message asks whether you are sure you want to delete the file. 
Click OK on this message. 

 

¶ To send a test announcement, click the Send a test email link. 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 the Send Email button. A pop-up message indicates that the 
training confirmation email has been sent. Click the OK button on this message. 

 

¶ To resend a revised announcement or to recruit trainees, click the Email Now button.  
 

8. When the training announcement has been set up, click the Save button to save your changes. A 
pop-up message indicates that the announcement details for this training have been saved. 
 

9. Click the OK button on this message. 
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Setting up a Training Confirmation Memo 
 
STARS training confirmation memos contain detailed information regarding the training, including but 
not limited to: trainee name and status, training title, location, date/time, directions, course contact, 
and additional information. The training confirmation memo is emailed to the training participant/and 
or training coordinator. The e-mail message contains a hyperlink to the e-mail address for the course 
contact person, should the recipient wish to respond with questions.  
 
For open enrollment training, the STARS system e-mails the training confirmation memo the day after 
the registration deadline date, unless the training is under or over enrolled in which case the server 
sends the e-Ƴŀƛƭ ǿƘŜƴ ǘƘŜ ǇǊƻǾƛŘŜǊ ǳǇŘŀǘŜǎ ǘƘŜ ǘǊŀƛƴŜŜ ǎǘŀǘǳǎ ŦǊƻƳ άtŜƴŘƛƴƎ !ŎŎŜǇǘŀƴŎŜέ ǘƻ 
ά!ŎŎŜǇǘŜŘέ. 
 
For closed enrollment training, the STARS system e-mails the confirmation memo within a day. 
 
The STARS confirmation process offers providers the ability to perform the following tasks: 
 
¶ Enter additional information to be included in the confirmation memo. 
¶ Add attachments, such as the travel policy to the confirmation memo. Note: Only PDF files may 

be uploaded as attachments.  
 
The following set of instructions guides you through the process of setting up the training confirmation 
memos.  
 
Training confirmation memos are set up via the Announcement/Memos option that is part of the 
Manage Trainings menu on the Training Management tab. 
 
To set up a training confirmation memo: 
 

1. On the Training Management tab, select Manage Trainings > Announcement/Memos > 
Confirmation Memo. The Training Confirmation Memo screen appears similar to the following: 
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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 to set up a training confirmation memo, click on the training name to change it, and 

then proceed to the next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training 
delivery for which you want to set up a training confirmation memo. 
 

3. Click the Manage Confirmation button. The training confirmation set up screen appears similar 
to the following: 
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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 attachment, click the Add File link in the File Attachments section. This section will 

display fields for selecting the files to upload: 
 

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

 
a. Click the Select button next to the text box. The Choose File to Upload screen appears 

similar to the following: 
 

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

upload, select the file, and then click Open. 
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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 the Upload Files button. The name of the file(s) 
appears in the File Name section similar to the following: 

 

 
 

¶ To delete an attachment, click the Delete button in the row which contains the file name that 
you want to delete. A pop-up message asks whether you are sure you want to delete the file. 
Click OK on this message. 
 

¶ To send a test confirmation memo, click the Send a test email link. 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 the Send Email button. A pop-up message indicates 
that the training confirmation email has been sent. Click the OK button on this message. 
 

6. When the training confirmation memo has been set up, click the Save button to save your 
changes. A pop-up message indicates that the confirmation memo details for this training have 
been saved. 
 

7. Click the OK button on this message. 
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Setting Up a Training Non-acceptance Memo 
 
STARS training non-acceptance memos notify registrants who have not been accepted to attend 
training. Non-acceptance memos also contain detailed information regarding the training, including but 
not limited to: trainee name and non-acceptance status, training title, location, date/time, and course 
contact. The training non-acceptance memo is emailed to the non-accepted training participant/and or 
training coordinator. The e-mail message contains a hyperlink to the e-mail address for the course 
contact person, should the recipient wish to respond with questions.  
 
For open enrollment training, the STARS server emails the non-acceptance memo when the provider 
ǳǇŘŀǘŜǎ ǘƘŜ ǘǊŀƛƴŜŜ ǎǘŀǘǳǎ ŦǊƻƳ άtŜƴŘƛƴƎ !ŎŎŜǇǘŀƴŎŜέ ǘƻ άwŜƧŜŎǘŜŘέΦ 
 
The following set of instructions guides you through the process of adding additional information to 
non-acceptance memos for trainings.  
 
Training non-acceptance memos are set up via the Announcement/Memos option that is part of the 
Manage Trainings menu on the Training Management tab. 
 
To set up a training non-acceptance memo: 
 

1. On the Training Management tab, select Manage Trainings > Announcement/Memos > Non-
acceptance Memo. The Training Non-Acceptance Memo screen appears similar to the following: 

 

 
 
Note: If the training for which you want to add additional information to the training non-acceptance 

memo 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 additional information to the training non-

acceptance memo, click on the training name to change it, and then proceed to the next step. 
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2. Using the corresponding drop-downs, select the year, project, course name, and training 

delivery for which you want to add additional information to the non-acceptance memo. 
 

3. Click the Manage Non-acceptance button. The training non-acceptance memo set up screen 
appears. 

 

 
 

4. Use the additional information text box field to enter additional information to be included in 
the training non-acceptance memo.  

 

¶ To send a test confirmation memo, click the Send a test email link. 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 the Send Email button. A pop-up message indicates 
that the training non-acceptance email has been sent. Click the OK button on this message. 

 
5. Click the Save button. A pop-up message indicates that the non-acceptance memo details have 

been saved in the system.  
 



STARS for Training Providers 100 

 

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

6. Click the OK button on this message. 
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Creating a Conference 
 
These instructions assume the following: 1.) You have already added the course information via the 
Manage Courses option on the Training Management tab. See the section named Adding a Course; 2.) 
You have already scheduled the training via the Manage Trainings > Schedule Training option on the 
Training Management tab. See the section named Scheduling Training. 
 
To create a conference: 
 

1. On the Training Management tab, select Create Conference from the drop-down list.  The 
Conference Details screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training 
delivery for which you want to create a conference. 

 
3. Click the Create Conference button. The Conference Details screen appears similar to the 

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

Field Name Description 

Title Conference title 

Subtitle Conference subtitle 

Number of Workshop Choices 
for Participants 

Up to three workshop choices can be selected. 

Will Participants pay 
Conference Fee? 

If participants will pay a conference fee, select the Yes radio button 
and enter the Conference Fee Amount. 

Conference Fee Amount Only visible when Yes is selected 

 
4. Enter the conference details. 

 
5. Click the Save button. The next screen indicates that the conference details have been updated. 
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Modifying Conference Details 
 
To modify conference details: 
 

1. On the Training Management tab, select Modify Conference > Conference Details.  The 
Conference Details screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to modify conference details 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 modify conference details, click on the training name to change it, and 

then proceed to the next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference you 
want to modify. 

 
3. Click the Manage Conference Details button. The Conference Details screen appears similar to 

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

Field Name Description 

Title Conference title 

Subtitle Conference subtitle 

Number of Workshop Choices 
for Participants 

Up to three workshop choices can be selected. 

Will Participants pay 
Conference Fee? 

If participants will pay a conference fee, select the Yes radio button 
and enter the Conference Fee Amount. 

Conference Fee Amount Only visible when Yes is selected 

 
4. Modify the conference details. 

 
5. Click the Save button. The next screen indicates that the conference details have been updated. 
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Adding a Room 
 
To add a room: 
 

1. On the Training Management tab, select Modify Conference > Rooms.  The Manage Rooms for 
a Conference screen appears similar to the following: 

 

 
 
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 is not the conference for which you want 

to add a room, click on the conference name to change it, and then proceed to the next step. 

 
 

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

 
3. Click the Manage Rooms button. The Manage Rooms for a Conference screen appears similar to 

the following: 
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4. Click the Add new Room link in the upper left portion of the grid. The Add new Room form 
appears similar to the following: 
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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 

 
5. Enter the room details. 

 
6. Click the Save button.  
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Editing a Room 
 
To edit a room: 
 

1. On the Training Management tab, select Modify Conference > Rooms.  The Manage Rooms for 
a Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to edit a room 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 room, click on the conference name to change it, and then proceed to the next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to edit a room. 

 
3. Click the Manage Rooms button. The Manage Rooms for a Conference screen appears similar to 

the following: 
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Rooms are sorted alphabetically.  
 

4. Click the pencil icon  in the row which contains the room you want to view/edit. The Room 
Details form appears similar to the following: 

 

 
 
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 
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5. Edit the room details. 
 

6. Click the Update button. 
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Deleting a Room 
 
To delete a room: 
 

1. On the Training Management tab, select Modify Conference > Rooms.  The Manage Rooms for 
a Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to delete a room 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 delete a room, click on the conference name to change it, and then proceed to the next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to delete a room. 

 
3. Click the Manage Rooms button. The Manage Rooms for a Conference screen appears similar to 

the following: 
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Rooms are sorted alphabetically. 
 

4. Click the delete icon  in the row which contains the room you want to delete. A pop-up 
message asks whether you are sure you want to delete the room. 
 

5. Click the OK button on this message. A pop-up message indicates that the room was deleted. 
 

6. Click the OK button on this message. 
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Adding a Session 
 
To add a session: 
 

1. On the Training Management tab, select Modify Conference > Sessions.  The Manage Sessions 
for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to add 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 add a session, click on the conference name to change it, and then proceed to the next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to add a session. 

 
3. Click the Manage Sessions button. The Manage Sessions for Conference screen appears similar 

to the following: 
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4. Click the Add new Session link in the upper left portion of the grid. The Add new Session form 
appears similar to the following: 

 

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

Field Name Description 

Session Date Using the corresponding drop-down, 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 the session details. 

 
6. Click the Save button.  
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Editing a Session 
 
To edit a session: 
 

1. On the Training Management tab, select Modify Conference > Sessions.  The Manage Sessions 
for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to 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 to the next step. 

 
 

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

 
3. Click the Manage Sessions button. The Manage Sessions for Conference screen appears similar 

to the following: 
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Sessions are sorted numerically. 
 

4. Click the pencil icon  in the row which contains the session you want to view/edit. The 
Session Details form appears similar to the following: 

 

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

Field Name Description 

Session Date Using the corresponding drop-down, 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. 
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5. Edit the session details. 
 

6. Click the Update button. 
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Deleting a Session 
 
To delete a session: 
 

1. On the Training Management tab, select Modify Conference > Sessions.  The Manage Sessions 
for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to delete 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 delete a session, click on the conference name to change it, and then proceed to the next step. 

 
 

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

 
3. Click the Manage Sessions button. The Manage Sessions for Conference screen appears similar 

to the following: 
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Sessions are sorted numerically. 
 

4. Click the delete icon  in the row which contains the session you want to delete. A pop-up 
message asks you to confirm that you are sure you want to delete the session. 

 
5. Click OK on this message. A pop-up message indicates that the session was deleted. 

 
6. Click OK on this message. 
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Adding a Workshop 
 
To add a workshop: 
 

1. On the Training Management tab, select Modify Conference > Workshops.  The Manage 
Workshops for a Conference screen appears similar to the following: 

 

 
 
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 workshop, click on the conference name to change it, and then proceed to the next step. 

 
 

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

 
3. Click the Manage Workshops button. The Manage Workshops for a Conference screen appears 

similar to the following: 
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4. Click the Add new Workshop link in the upper left portion of the grid. The Add new Workshop 
form appears similar to the following: 

 

 
 
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 drop-down to select it. 

Description Workshop description 

 
5. Enter the workshop details. 

 
6. Click the Save button. 
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Editing a Workshop 
 
To edit a workshop: 
 

1. On the Training Management tab, select Modify Conference > Workshops.  The Manage 
Workshops for a Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to edit 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 edit a workshop, click on the conference name to change it, and then proceed to the next step. 

 
 

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

 
3. Click the Manage Workshops button. The Manage Workshops for a Conference screen appears 

similar to the following: 
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Workshops are sorted numerically.  
 

4. Click the pencil icon  in the row which contains the workshop you want to view/edit. The 
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 drop-down to select it. 

Description Workshop description 

 
5. Edit the workshop details. 

 
6. Click the Update button. 
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Deleting a Workshop 
 
To delete a workshop: 
 

1. On the Training Management tab, select Modify Conference > Workshops.  The Manage 
Workshops for a Conference screen appears similar to the following: 

 

 
 
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 the selected 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. 

 
 

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

 
3. Click the Manage Workshops button. The Manage Workshops for a Conference screen appears 

similar to the following: 
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Workshops are sorted numerically.  
 

4. Click the delete icon  in the row which contains the workshop you want to delete. A pop-up 
message asks you to confirm that you are sure you want to delete the session. 
 

5. Click OK on this message. A pop-up message indicates that the session was deleted. 
 

6. Click OK on this message. 
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Adding a Presenter 
 
To add a presenter: 
 

1. On the Training Management tab, select Modify Conference > Presenters.  The Manage 
Presenters for a Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to add 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 add a presenter, click on the conference name to change it, and then proceed to the next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to add a presenter. 

 
3. Click the Manage Presenters button. The Manage Presenters for a Conference screen appears 

similar to the following: 
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4. Click the Add new Presenter link in the upper left portion of the grid. The Add new Presenter 

form appears similar to the following: 
 

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

Field Name Description 

Agency Click the corresponding drop-down, and type in at least 3 letters of the 
agency name. 

Presenter Click the corresponding drop-down, and type in at least 3 letters of the 
presenter name. 

 
5. Select the presenter details. 

 
6. Click the Add button. A pop-up message indicates that the presenter has been added to the list. 

 
7. Click the OK button on this message. 
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Removing a Presenter 
 
To remove a presenter: 
 

1. On the Training Management tab, select Modify Conference > Presenters.  The Manage 
Presenters for a Conference screen appears similar to the following: 

 

 
 
Note: If the conference 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 name to change it, and then proceed to the 

next step. 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to remove a presenter. 

 
3. Click the Manage Presenters button. The Manage Presenters for a Conference screen appears 

similar to the following: 
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4. Click the delete icon  in the row which contains the name of the presenter you want to 
delete. A pop-up message asks you to confirm that you are sure you want to delete the 
presenter. 

 
5. Click the OK button on this message. A pop-up message indicates that the presenter was 

deleted. 
 

6. Click the OK button on this message. 
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Adding a Workshop Allocation 
 
To add a workshop allocation: 
 

1. On the Training Management tab, select Modify Conference > Workshop Allocation.  The 
Workshop Allocation for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to add 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 to add a workshop allocation, click on the conference name to change it, 
and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to add a workshop allocation. 

 
3. Click the Manage Allocations button. The Workshop Allocation for Conference screen appears 

similar to the following: 
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4. Using the corresponding drop-down, select the session for which you want to add a workshop 
allocation. 
 

5. Click the Add new Workshop Allocation link in the upper left portion of the grid. The Add 
Workshop Allocation window appears similar to the following: 
 

 
 

6. Select the workshop, room, and presenter. 
 

7. Click the Save button. 
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Editing a Workshop Allocation 
 
To edit a workshop allocation: 
 

1. On the Training Management tab, select Modify Conference > Workshop Allocation.  The 
Workshop Allocation for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to 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 to edit a workshop allocation, click on the conference name to change it, 
and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to edit a workshop allocation. 

 
3. Click the Manage Allocations button. The Workshop Allocation for Conference screen appears 

similar to the following: 
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4. Using the corresponding drop-down, select the session for which you want to edit a workshop 
allocation. 
 

5. Click the pencil icon  in the row which contains the workshop allocation you want to 
view/edit. The Edit Workshop Allocation form appears similar to the following: 

 

 
 

6. Edit the workshop allocation as necessary. 
 

7. Click the Update button. 
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Removing a Workshop Allocation 
 
To remove a workshop allocation: 
 

1. On the Training Management tab, select Modify Conference > Workshop Allocation.  The 
Workshop Allocation for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to remove 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 to remove a workshop allocation, click on the conference name to 
change it, and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to remove a workshop allocation. 

 
3. Click the Manage Allocations button. The Workshop Allocation for Conference screen appears 

similar to the following: 
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4. Using the corresponding drop-down, select the session for which you want to remove a 
workshop allocation. 
 

5. Click the delete icon  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 the OK button on this message. A pop-up message indicates that the workshop allocation 
was deleted. 

 
8. Click the OK button on this message. 
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Viewing or Assigning Participant Workshop Choices 
 
To view or assign participant workshop choices: 
 

1. On the Training Management tab, select Modify Conference > Participant Choices.  The 
Participant Workshop Choices for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for which you want to view or assign participant workshop choices 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 view or assign participant workshop choices, click on the 
conference name to change it, and then proceed to the next step. 
 

 
 

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

 
3. Click the Manage Participant Choices button. The Participant Workshop Choices for Conference 

screen appears similar to the following: 
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Use the information in the following table to interpret the form. 
 

Field Name Description 

Participant Use the corresponding drop-down to select the participant name. 

Session Use the corresponding drop-down to select the session. 

Not attending this session Click the corresponding check box if the trainee is not attending this 
session. 

First Choice /ƭƛŎƪ ǘƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ŎƘŜŎƪ ōƻȄ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜ ǘǊŀƛƴŜŜΩǎ ŦƛǊǎǘ ŎƘƻƛŎŜ 
workshop. 

Second Choice Clicƪ ǘƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ŎƘŜŎƪ ōƻȄ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜ ǘǊŀƛƴŜŜΩǎ ǎŜŎƻƴŘ 
choice workshop. 

Guarantee this workshop Click the corresponding check box to guarantee this workshop. 

Not interested in other 
workshops 

Click the corresponding check box if not interested in other workshops. 

 
4. Select the participant and session for which you want to view or assign participant workshop 

choices.  
 

5. View or assign the participant workshop choices. 
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6. Click the Save button.  
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Allocating Participant Workshops 
 
The final step in setting up a conference is allocating participant workshops. This function can only be 
performed once for a conference. If participants are registered after running the workshop allocation, 
you will need to manually assign workshops for them.  
 
To perform the final allocation of participant workshops: 
 

1. On the Training Management tab, select Modify Conference > Final Participant Allocation.  The 
Final Participant Allocation for Conference screen appears similar to the following: 

 

 
 
Note: If the conference for 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 the conference name to 
change it, and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and conference for 
which you want to perform the final allocation of participant workshops. 

 
3. Click the Manage Final Allocations button. 

 
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, 
ǿƛƭƭ ǊŜǉǳƛǊŜ ǘƘŜ ǘǊŀƛƴƛƴƎ ǇǊƻǾƛŘŜǊΩǎ ŀǎǎƛǎǘŀƴŎŜ ǿƛǘƘ ǊŜƎƛǎǘŜǊƛƴƎ ǇŀǊǘƛŎƛǇŀƴǘǎΦ tŀǊǘicipants are nominated 
for training via the Nominate Participants option that is part of the Manage Trainings menu on the 
Training Management tab. 
 
To nominate participants: 
 

1. On the Training Management tab, select Manage Trainings > Nominate Participants. The 
Register Participants screen appears similar to the following: 

 

 
 
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 on the training name to change it, and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training for 
which you want to register participants. 

 
3. Click the Register Participants button. The Register Participants for Training screen appears 

similar to the following: 
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4. Find the participant that you want to add to the training: 
a. Enter the name of the agency that the participant is affiliated with in the Select an 

Agency field and then select the agency using the drop-down. (Only accept the default 
ƻǇǘƛƻƴ ƻŦ !ƭƭ !ƎŜƴŎƛŜǎ ǿƘŜƴ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ǿƘƛŎƘ ŀƎŜƴŎȅ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘ ƛǎ ŀŦŦƛƭƛŀǘŜŘ 
with.) 

b. Enter the last name of the participant in the Nominate field and then select the name 
using the drop-down. 

c. Put a check 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 the Add Nominee button. A pop-up message indicates that the nominee has been added 

to the training. 
6. Click the OK button on this message. 
7. LŦ ǘƘŜ ǘǊŀƛƴƛƴƎ ƻŦŦŜǊǎ ƭƻŘƎƛƴƎ ŀƴŘ ȅƻǳ ǿƛǎƘ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ǘǊŀƛƴŜŜΩǎ ƭƻŘƎƛƴƎ ƻǇǘƛƻƴǎ ŀǘ ǘƘƛǎ ǘƛƳŜΣ 

click the corresponding link. See the section named Updating Lodging for more information. 
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Updating Nominations 
 
Nominating agencies can update nominations any time prior and up to the registration deadline date. 

However, if a nominating agency needs to update a nomination after the registration deadline date has 

passed, the agency will need to contact the training provider. The training provider can make the 

necessary adjustments via the Update Nominations option that is part of the Manage Trainings menu 

on the Training Management tab. The Update Nominations menu option is used to cancel a 

nomination, update trainee notes, and adjust priority ranking.  

To update nominations: 
 

1. On the Training Management tab, select Manage Trainings > Update Nominations. The Update 
Nominations screen appears similar to the following: 

 

 
 
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 on the training name to change it, and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training for 
which you want to update nominations. 

 
3. Click the Update Nominations button. The Update Nominations screen appears similar to the 

following: 
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4. Click the pencil icon  in the row which contains the name of the nominee for which you 
want to update the nomination. The Update Nomination screen appears similar to the 
following: 

 

 
 

5. Update the nomination accordingly: 
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¶ Use the Designated Driver check box to indicate mileage reimbursement. 
¶ To cancel the nomination, using the Status drop-down, select User Cancelled. 
¶ To adjust the priority ranking, using the corresponding drop-down, select the priority 

number. 
¶ To update the trainee notes, enter the notes in the Notes text box. 

 
6. Click the Update button 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, if a nominating agency needs to update a lodging record after the registration deadline 

date has passed, the agency will need to contact the training provider. The training provider can make 

the necessary adjustments via the Update tŀǊǘƛŎƛǇŀƴǘΩǎ Lodging option on the Training Management 

tab. The Update tŀǊǘƛŎƛǇŀƴǘΩǎ Lodging menu option is used to update the arrival date, room type, 

roommate, and trainee notes.  

To update lodging: 
 

1. On the Training Management tab, select Update tŀǊǘƛŎƛǇŀƴǘΩǎ Lodging. The Update Lodging 
Information screen appears similar to the following: 

 

 
 

2. Using the corresponding drop-downs, select the date range and training for which you want to 
update lodging. The Update Lodging Information screen appears similar to the following: 

 

 
 



STARS for Training Providers 146 

 

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

3. Click the pencil icon  in the row which contains the name of the nominee for which you 
want to update the lodging information. The Update Lodging Information screen appears similar 
to the following: 

 

 
 

4. Update the lodging information accordingly: 
 

¶ To update the arrival date, using the calendar popup, select the new arrival date. 
¶ To indicate special needs, use the corresponding Handicap and Smoking check boxes. 

¶ To update the room type, using the corresponding drop-down, select one of the 
following options: Commuter, Single, or Double. 

¶ To update the roommate when the room type is double, highlight the name of the 
roommate and then click the corresponding arrow to either add or remove the name. 

¶ The Notes field can be used to type information regarding special needs, for example, 
the trainee needs a room on the first floor.  

¶ To update the trainee notes, 
 

5. Click the Save button to save the changes. 
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Managing Meals 
 
Meal choices are scheduled via the Manage Meals option that is part of the Manage Trainings menu on 
the Training Management tab. 
 
Adding Meal Choices 
 
To add meal choices: 
 

1. On the Training Management tab, select Manage Trainings > Manage Meals. The Meal Choices 
Offered screen appears similar to the following: 

 

 
 
Note: If the training for which you want to add 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 choices, click on the training name to change it, and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training name 
for which you want to add meal choices. 

 
3. Click the Manage Meals button. The Meal Choices Offered screen appears similar to the 

following: 
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The training start date is automatically selected by default. 
 

4. Select the date for which you want to add meal choices. Note: If training is one day, it is not 
necessary to make a date selection. 

 
Meal choices may be scheduled for the following meal types: breakfast, lunch, and dinner. If meal 
choices are not being offered for a specific meal type, then that meal type section should be left empty. 
 

5. Click the AddΧ link to schedule meal choices. The Add meal choice screen appears similar to the 
following: 
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6. Enter the meal choice in the Meal field. 
 

7. Click the Save button. A pop-up message indicates that the new meal choice has been added.  
 

8. Click the OK button on this message. The meal choice will display in the meal type section to 
which it was added. 

 
9. Repeat the previous steps until all meal choices are added. 
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Editing Meal Choices 
 
To edit meal choices: 
 

1. On the Training Management tab, select Manage Trainings > Manage Meals. The Meal Choices 
Offered screen appears similar to the following: 

 

 
 
Note: If the training for 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 then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training name 
for which you want to edit meal choices. 

 
3. Click the Manage Meals button. The Meal Choices Offered screen appears similar to the 

following: 
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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 icon  in the row which contains the meal choice you want to view/edit. The 
Edit meal choice form appears similar to the following: 
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6. Make changes as needed. 
 

7. Click the Update button to save the changes. A pop-up message indicates that the meal choice 
has been updated. 

 
8. Click the OK button 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, it is possible 
to delete the meal choice by performing the steps outlined below. 
 
To delete meal choices: 
 

1. On the Training Management tab, select Manage Trainings > Manage Meals. The Meal Choices 
Offered screen appears similar to the following: 

 

 
 
Note: If the training 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 change it, and then proceed to the next step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training name 
for which you want to delete meal choices. 

 
3. Click the Manage Meals button. The Meal Choices Offered screen appears similar to the 

following: 
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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. 
 

5. Click the delete icon  in the row which contains the meal choice you want to delete. A pop-up 
message will ask if you are sure you want to delete the meal option. 

 
6. Click the OK button on this message. A pop-up message will indicate that the meal choice was 

deleted. 
 

7. Click the OK button on this message. 
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Verify Training Status 
 
The Verify Training Status function allows the training provider to view registration information for a 
training event. The Training Status screen reflects the following registration statistics: Dates, Enrollment, 
Pre- and Post-Training data, and alerts that the training provider may find useful during the life cycle of 
the training event.  
 
To verify the training status: 
 

1. On the Training Management tab, select Verify Training Status. The Training Status screen 
appears similar to the following: 

 

 
 
Note: If the training for which you want to view the training status 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 view the training status, click on the training name to change it, and then proceed to the next 
step. 
 

 
 

2. Using the corresponding drop-downs, select the year, project, course name, and training for 
which you want to view the training status. 
 

3. Click the View Training Status button. The Training Status screen appears similar to the 
following: 
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STARS for Training Providers 157 

 

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

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 to generate reports for inclusion in the trainer packet: 
 

¶ Participant Reaction Questionnaire 

¶ Training Test Booklet 

¶ Trainee Specific Answer Form 

¶ Check Attendance List 

¶ Registration Form 

¶ Rooming List 
 
Generate the Participant Reaction Questionnaire. 
 

1. On the Reports tab, select Evaluation > Level I: Participant Reaction > Participant Reaction 
Questionnaire.  

2. Using the corresponding drop-downs and calendar popups, select the year, project, and date 
range. 

3. In the below grid, select the training for which you want to generate the Participant Reaction 
Questionnaire. 

4. Click the Generate Report button. 
 
Generate the Training Test Booklet. 
 

1. On the Reports tab, select Evaluation > Level II: Knowledge Gain > Training Test Booklet. 
2. Using the corresponding drop-downs and calendar popups, select the year, project, and date 

range. 
3. In the below grid, select the training for which you want to generate the Training Test Booklet. 
4. Click the Generate Report button. 

 
Generate the Trainee Specific Answer Form. 
 

1. On the Reports tab, select Evaluation > Level II: Knowledge Gain > Trainee Specific Answer 
Form. 

2. Using the corresponding drop-downs and calendar popups, select the year, project, and date 
range. 

3. In the below grid, select the training for which you want to generate the Trainee Specific Answer 
Form. 

4. Click the Generate Report button. 
 
Generate the Check Attendance List. 
 

1. On the Reports tab, select Training > Check Attendance List. 
2. Using the corresponding drop-downs and calendar popups, select the year, project, and date 

range. 
3. In the below grid, select the training for which you want to generate the Check Attendance List. 
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4. Click the Generate Report button. 
 
Generate the Registration Form. 

1. On the Reports tab, select Training > Registration Form. 
2. Using the corresponding drop-downs and calendar popups, select the year, project, and date 

range. 
3. In the below grid, select the training for which you want to generate the Registration Form. 
4. Click the Generate Report button. 

 
Generate the Rooming List. 

1. On the Reports tab, select Training > Rooming List. 
2. Using the corresponding drop-downs and calendar popups, select the year, project, and date 

range. 
3. In the below grid, select the training for which you want to generate the Rooming List. 
4. Click the Generate Report button. 
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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 web-based Online Training Attendance program. The Training Attendance Guide 
can be downloaded at http://stars.bsc-cdhs.org by selecting Training Providers > Tutorials and 
Documentation > Training Attendance Guide. 

 
2. If the trainer does not have computer access to the Internet in the classroom, he or she can 

record attendance using the Check Attendance List and On-Site Registration form. The day after 
the training ends, the attendance is then updated using the STARS Provider program. The below 
set of instructions explains this process. 

 
To update training attendance: 
 

1. On the Training Management tab, select Manage Trainings > Update Attendance. The Update 
Attendance screen appears similar to the following: 

 

 

2. Using the corresponding drop-downs, select the year, project, course name, and training for 
which you want to update attendance. 

 
3. Click the Update Attendance button. The Update Attendance screen appears similar to the 

following: 
 

http://stars.bsc-cdhs.org/
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4. Verify the status of all trainees. 
 

5. Click the pencil icon  in the row which contains the participant name for which you want to 
view/edit attendance. The Update Attendance form appears similar to the following: 

 

 
 

6. Make changes as needed: 
 

¶ If the training offers mileage reimbursement, use the Designated Driver check box to 
indicate whether the trainee is eligible for mileage reimbursement. 










































