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About the STARS Web-Based Program forPublic Agencies

The Office for Children and Family Service8GFS and the Gfice of Temporary
Disability Assistance (OTDAhasworkedcloselywith The Center for the Development
of Human Services (CDHS) to develop a wlsed program that is accessible via the
World Wide Web and directly through the Connections netwbink. STARS~veb-based
program offers severalenefits

o RealTime Training Registration: Promotes a paperless process that allows
agencies to register staff online for all OC&® OTDAfunded training

o UserFriendly Features: Designed to ease the registration praoess

e Reports: Immedite access to training reports

STARS allows reatime registration processing, which means that when a user submits a
registration request for a Stegponsored training, the provider immediately has access to
the registration informtion and can process it accordingly.

The Training Registration Process
The followingsteps describe the training registration process:

1. State staff entsragencies into the syste@nce an agency has been entered into the
system, designated stdfifraining Coordinatorscan register members of its staff for
training.

2. Theagency receivea Starsldand Password that must be used to access the system.

3. A statesponsored course &tered into STARS bie state training provider,

including the specific daysimes, and locations of its offerings.

Thestate training provideainnouncs thestatesponsoredraining.

Agenciesenter and registetaff for statesponsoredraining Before an agency can

register a staff member for any training, some basic infoomatbout the staff

member must be entered into STARS one time by the agency.

STARS will email training confirmaibn memodor all participants registered ftie

class

The state training provideonducs statesponsoredraining.

The state training prasger update training attendance.

The gate training provideclosesthe training file.

O Training reports are generated and used to assess the success of training deliveries

and to track staff participation in the training

ok

o

What Internet Browser to Use

The STARS Training Registration program should d@eased with Internet Explorer 6
or above. Controls will not function properly in other browsers, such as Netscape and
Opera.

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

© 2010 Research Foundation of SUNY/BSC/CDHS



STARS \wh-Based Program foPublic Agencies Preface- 2

The Best Screen Resolution

The STARS program is optimized to be displayed streen resolution of 1024 x 768. 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 1@2768.

STARS Website

The address of the STARS websitéitp://stars.bscdhs.org The STARS portal

containgenmenusH o me , ACS (Administration for Chil dr
Resources Administrationlocal Districts OTDA, Public AgenciesTraining Provides,
VoluntaryAgencies, Connections, and STARS Supgdadver your mouse over the

PublicAgencies hyperlink and a popup menu will appear which you can use to navigate

through the website.

ThePublicAgencies menu contains two sub menus: Online Applications and Tutorials
and Documentation.

Under the Online Applicationmeny you will find links to theSTARSRegistratio
program andhe Public AgenciesTraining Calendar.

Under theTutorials and Documentian meny you will find alink to the STARSPublic
AgenciesQuick StartGuide,andthe PublicAgenciesTraining Calendar Guide

Under the STARS Support menu, you will find a link for contacting us with technical
support issues.

Adobe Reader

Adobe Reader is required in order to view reports. If your machine is not already running
Adobe Reader, you can obt ahttm/wWiwhaelob@aom gr am at

Obtaining Technical Support

The best way to dain STARS technical support is viamail to starssupport@bsc
cdhs.org Please be sure to includéetaileddescription of the problem or question.
Technical staff at CDHS will research your problem amdaé back a solution, or if
necessary, will contact you via photiethe nature of your problem requireamediate
assistance, please c@D0) 4133210 An online tutorial has alsobeen developed toelp
guide you through the registratipnocessinstructions for running theutorial are
included in sectionsdnd Il

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

© 2010 Research Foundation of SUNY/BSC/CDHS
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Data Maintenance

Staff must be entered into the STARS database before they can be registered for state
sponsored trainingn addition, existing data, such as job titles and job umitst be
entered by each agency into the system

e Agency MaintenanceContains address and primary contact information

e Job TitleMaintenance and Job UMaintenanceEnables gersto define job
titlesand job unitgha are assigned to staff records

o Persmnel MaintenanceAllows users to enter personnel informatiaich
includes but is not limitedto the following: name, active status, job title, job
unit, job type, date hireénd functional area

STARS permits users to edit personnel records as deedgi name change, status
change (active to inactive), termination of employment, job change, etc.

Reports

The Reports menu option contaseverarepors, including the Trainee Training
History.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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Running the STARS Web-Based Program forPublic Agencies

|. Open STARSfor Public Agencies
1. Open youilnternetbrowser (Internet Explorer).
2. In the address line, typbttp://stars.bscdhs.orgPress the Enter key
3. You are now in the STARS web sitelectPublic Agencies Online
Applications, STARS Registration The STARS login screen appears.

[I. Run Tutorial (recommended for firsime users)

1. Make sure that speakers or headphones are connected to the PC.

2. In the STARS login screenlick the hyperlinkthat islocated on the right side of
the login fields and labeled as followRlease click here to run the tutorial

3. Selectthe firsttopic. The tutorial will automatically load and play.

4. Close the window when finished viewing the tutarial

5. Select the nd topic and repeat the last steptil you have completed viewing all
tutorials.

6. Click theBack button in your browser to return to the STARS login screen.

[ll. Login
1. Inthe STARS login screennter the STARS ID anddsword assigned to your

agency, andlick theLogin button
2. You will be logged into the program. The Main Menu is displayed in light green
across the top of the page.

/= WebForm1 - Windows Internet Explorer

@ ;v 'é_https:/;‘stars.bsc-cdhs,ovglMuItiStarleeFauIt,aspx e % 90| XK [ L~

Google (G~ viGoE QD B~ e Bookmarksw | Popups okay | % Check v - » () Settings

S = =
% af | @ webFormi M v B = v [rPage - Took -

New York State
Office of
Children & Family
Services

Training Update All Update oo Personnel = Job Title - Job Unit » Agency Reports Logoff

Home Registration MNominations Lodging

Welcome Harlem Children's Zone, Inc., to the SuperStars web application.

Please choose a menu option above to continue.

Done & Internet H100% -

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

© 2010 Research Foundation of SUNY/BSC/CDHS
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IV . Updating Agency Information
The Agency Maintenancemenu option is used to view and update information about
your agency, such as its address and contact information.
1. Inthe STARS Main Menwselectthe Agency Maintenance menu from the tabs
across the top of the page
2. The Choose Agency to Edit dralpwn field appears.
« If you are managing multiple agencies, choose tle@a@gyou want to edit by
using the dropdown and then clickhe Submit button.
« If you are managing only one agency, just clickSiudmit button.
3. Make changes to the agency information as necessary. For example, if the office
moves to a new address, updéie address information in STARS. This will
ensure that information, such as+peading material, ships to the correct location.
Please notefhe Primary Contact field is used to designateTifaning
Coordinator, or person responsible for receiving ietr&ining announcements
and confirmation memos. This person must have a valid email address entered in
the STARS personnel profile.
4. When you have finished updating agency information, ¢helSubmit button If
you dondét wi sh t o ds,alickeheGamcgibuttoh.anges you ma

V. Review Your AgencyJob Titles
TheJob Title Maintenance menu option is used to set up and maintain a listing of user
defined job titles to be assigned to staff. A job title in STARS is defined as the name of a
p e r s o nayment@asiion, for example.caseworkerA per sonds job title
part of the job title listing before he or she can be added to the STARS database.
1. Inthe STARS Main Menwselectthe Job Title Maintenancemenu from the tabs
across the top of the ga
2. The Choose Agency to Edit dralown field appears with the job title grid below.
If you are managing multiple agencies, choose the agency for which you want to
reviewjob titles by using the dredown.
3. Verify whether all job titles are included in tfab title listing, which is sorted
alphabetically.
« If ajob title is not listed, clickhe Add button enter the title and clicthe
Savebutton
o If atitle is incorrect or misspelledelect the title, lck the Edit button
makethe necessarghangeandclick the Savebutton
e To delete a job title, select it, clitke Deletebuttonand therthe OK
buttonto confirm. Please noteh&Deleteoption is to be used only if a
title was added in error. If the title is assigned to an employee, the record
cannotbe deleted.

V1. Review Your AgencyJob Units

TheJob Unit Maintenance menu option is used to set up and maintain a listing of user
defined job units to be assigned to staff. A job unit in STARS is defined as the
organizational component to which pémpre assigned, for exampleC&SUnit. A

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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personédés job unit must be part of the

STARS database.
1. Inthe STARS Main MenwselecttheJob Unit Maintenancemenu from the tabs

across the top of the page

2. The Choose Agency to Edit dregown field appears with the job unit grid below.
If you are managing multiple agencies, choose the agency for which you want to

reviewjob units by using the dregown.
3. Verify whether all job units are included in the job unititig, which is sorted

alphabetically.

If a job unitis not listed, clickhe Add button enter theunit and clickthe
Savebutton

If a unitis incorrect or misspelled, select tinait, click the Edit button
makethe necessarghangeand clickthe Savebutton.

To delete a job unit, select it, clithe Deletebuttonand therOK to
confirm. Please note:RHE Deleteoption is to be usednly if a unit was

j

ob

added in error. If the unit is assigned to an employee, the record cannot be

deleted.

VII1. ReviewYour Personnel

ThePersonnel Maintenancanenu option is used to set up and maintain a listing of staff.
A person must be part of the personnel listing in STARS before he or she can be

nominated for State training.
1. Inthe STARS Main Menwselectthe PersonnelMaintenancemenu from the

tabs across the top of the page

(= PersonnelList - Windows Internet Explorer

@. ) ¥ | €] https:{jstars.bsc-cdhs.orgfVoluntaryJobUnit. aspx

Google |G+

e - z »
¢ & | @personnellist | 28 o v |:op Page v {CF Tools ~

New York State
Office of

) Children & Family
Services

Training Update All Update . - Personnel Job Title Job Unit Agency
tome Registration Nominations  Lodging Confirmations i i a ; Reports Logoff
Personnel Maintenance
Last Name Search |

SIa %)% [

v Gogd D B~ €% Bookmarksw |hPopups okay| % Check v - » () settings~

Person Agency Active

Done

€ Internet # 100%

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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2. Verify whether a staff member is part of the personnel listing. In the Last Name
Search field, enter at |l east the first tw
the Go button.If matching grsonnel records are fountetgrid will fill with staff
whose last name begins with the letters you entered.

o If the name is not listed, cligke Add button The Choose Agency for this
person droglown field appears.

u If you are managing multiple agencietoose the agency for
which you want to add the person by using the dlown and then
click theSubmit button.
u If you are managing only one agency, just clickSdmit button.

The personnel form appears. Red asterisks indicate required fields. Fill in
the form, making sure to use the diapwn fields vihere applicable, and
thenclick the Submit button

« If the name is found, highlight it and clitke Edit button Thepersonnel
form appears filled in. Review the information for accuracy maéte
correctons as needed. For example, if the person no longer works for the
agency, select the status ofAwtive, select the Job Change reason and
Job Change Date. When all corrections are complete, tb&ubmit
button

« If you are managing multiple agenciesdawish to transfer an existing
personnel record to another agency/locatsathect the recordlick the
Transfer button, select the agenycationfrom the dropdown and click
the Submit button.

« To delete a name, select the name, dbeketeand therOK to confirm.
Please note: ThBeleteoption is to be used only if a person was added in
error. If the person is assigned to training, the record cannot be deleted.

VIl . Regisering Participants for State SponsoredTraining
TheTraining Registration menuoptionis used to nominate staff for Stegponsored
training that is Open for Nomination.

1. Inthe STARS Main Menwselectthe Training Registration menu from theabs
across the top of the padslters appear which are used to narrow the search
results.

2. Apply the filters.

e The default From and To steet date r an
month ahead. Using the drolown calendars, you may adjust the start
date range. Only trainings that have a start date between the dates you
specify will be filtered.

e All Providers are selected by default. Using the Provider-dayen field,
you may select the training provider that is offering the training for which
you want to nominate staff.

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

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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o All Training Types are selected by defallsingthe Training Type drop
downfield, you may select the type of training for which you want to
nominate staff.

e The region in which your agency resides is selected by default. If you wish
to view training inotherregiors, click the appropriate check box.

3. Click theList Trainings button Trainings are sorted tstart date and then
training title Note: You can apply a sort to any of the colunimsidethe grid by
clicking the column heading.

4. Select the training title for which you want to register dtgftlickingthe green
box to the left of théraining title

« If you wish to see the training annountent, click theAnnouncement
button.The training announcement appears in a new window. After
viewing this announcement, close it by clicking the X in the upper right
corner.You will return to theTraining Registration screen.

5. Click theRegister Traineesbutton Note If training is multipart, a message will
indicate all parts for which the nominee will be registered. Also, if your agency is
a group agency and one or more agencies in your group do not meet the target
population criteria for training, a rmgage will indicate which agencies can
register staff.

6. Enter at | east the first two Ithetters of
Searchbutton The grid will fill with staff whose last name begins with the letters
you enteredNote: Leaving the saah field blank retura thenames of all active
staff.

7. Click theRegistercheck boxn the row which containthe name of the pers(s)
you want to registelf information, such as the supervisor name and number, is
requested by the provider, doualéck inside the Notes field and type in the
requested information.

8. Click the Continue Registeringbuttonif you want to continugegistering staff
andrepeat the last two step&/hen you are finished selecting names, click the
Finished Registeringbutton.

9. If the training offers lodgingg message will remind you to update the lodging
information via the Update Lodging menu option:

Windows Internet Explorer,

Please be aware that some parts of this training have Lodging Reimbursement. Please remember to update this

e Y information in Update Lodging.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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| X. Updating Nominations
TheUpdate All Nominations menu option is used to cancel a nomination, update trainee
notes,adjust piority ranking and make meal and/or workshop selections. Once the
training registration deadline date has passed, it will become necessary to call the training
provider in order to make these updates.
1. Inthe STARS Main Menwselectthe Update All Nominationsmenu from the
tabs across the top of the page
2. Select the training title for which you wantupdatenominationsby clicking the
greenbox to the left of th&raining Title
3. Click theSelect Training button
e To cancel a nomination, doubdéick the tainee name. This will change
the trainee status froddominatedo User Cancelledand vice versa).
e To update trainee notes:
a. Click theNotesfield in the row which contains the trainee name
b. Enter the notes.
c. Click theUpdate button
o To adjust priority rankig:
a. Click thePriority field in the row which contains the trainee
name.
b. Usingthe dropdown, select the priority numher
c. Click theUpdate button
e To make meal selections:
a. Select the trainely clicking the trainee name
b. Click the Meals button
c. Select thaeday using the Meal Day dregiown and select the
meal(s) using the corresponding diagwvn(s).
d. Repeathe laststep for all training days. When finished, clitle
Savebutton Note: Meal options are only available when the
training provider offers themsgpart of the event. For example, a
conference may include meal options.
e. Click theBack button to continue making meal selections for other
nominees.
e To make workshop selectians
a. Select the traineby clicking the trainee name
b. Click the Workshops button
c. Select the session using the Session d@lown and select the
workshop(s) using the corresponding ddgwn(s).
d. Repeathe laststep forall sessionsClick the Done buttonwhen
finished making selectionslote: Workshop selections are only
available wien the event is a conference.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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X. Updating Lodging (if offered)
TheUpdate Lodging menu option is used to update lodging information, such as the
arrival date, room type, roommate, and special needs. Once the training registration
deadline date has passédvill become necessary to call the training provider in order to
make these changes.
1. Inthe STARS Main Menu, selettte Update Lodging menu from the tabs across
the top of the page
2. Select the training title for which you want tpdate lodging optionBy clicking
the green box to the left of the training title.
3. Click theSelect Training button
4. Update lodging options as necessary:
e Toupdate the arrival date:
Click the Arrival Date field next to the name of the person and
enterthe new arrival date usj the format of MM/DD/YYYY.
e To update the room type:
a. Click theRoom Typefield in the row which contains the trainee
name.
b. Using the dropdown, select one of the following options:
Commuter, Single, Double, Triple, or Quadruple.
e To update the roommate:
a. Click theRoommatefield in the row which contains the trainee
name.
b. Using the dropdown, select the roommate.
5. Click the Savebuttonand therthe OK button

XI. Viewing Confirmation Memos
The Confirmations menu option is used primarily to view and print fionation memos
for trainings for which the registration deadline date has passed.
1. Inthe STARS Main Menu, selettte Confirmations menu from théabs across
the top of the page
2. Select the training for which you want to view confirmatibglicking the
green box to the left of the training title
3. Click theSelect Trainingbutton Names of nominees and their statuses display in
the grid.
e Click thePreview Selecteduttonto view a memo for a selected
individual nominee.
e Click thePreview All buttonto view memos for all listed nominees.
e Click theSDC Memobuttonto view the Staff Development Coordinator
Memo listing the names of accepted and rejected nominees.
« To view an attachment file, if one exists, click on the corresponding
hyperlink.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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X1l . Running the Trainee Training History Report
TheTrainee Training History report contains information about an individual employee
and is sorted by the last name of the staff person, arichthengstart date. It includes
the employee namedate rangetraining itle, start date, end date, sessions attended, and
trainee status
1. Inthe STARS Main Mentselectthe Reports menufrom the tabs across the top
of the page, and then select #rainee History option from the droglown The
Trainee History repoidesign steen appears
2. Apply the report filters:

« The default Fromand To start date range is from Januafjtd December
31% of the current yeailY ou may adjust the start date ramyetyping in the
From: and To: dates or lsing the droglown calendars. Wheselecting the
year and month using the drdpwn calendampleasebe sure to click on the
date inside the calendatote: Only trainings that have a start date between
thespecifiedFrom: and To: datewsill be filtered.

« If you are managing multiple agessi choose the agency to which the
employee whose history you want to obtain belohigethe dropdownto
select the agency name from the list.

o All Employees are selected by defallse the droglown toselect an
individual namdrom the list

3. Click the Generate Reportbutton
4. The report will be displayed with a menu bar across the top of the screen.

& ReportView - Windows Internet Explorer Q@@
@ v | €] https:fjstars.bsc-cdhs.orgfVoluntary/TraineeHistory. aspx | M % 2| X P~
Google (Gl» viGog) D B v % Bookmarksw | Popups okay| P Check v - |e® Send tov () settingsv

S n e : »
W G | @ Reportview | B~ & @ ~ |5z Page v iCF Tools ~

Export
button
T o Update All Update - - Personnel Job Title Job Unit Agency
Ref Afation Nominations Lodging Confirmations i Mai Mail Mai Reports Logoff
= ] 1 /1 | 88 [1o0%v] o
September 12, 2007 8:44 am Page 1 of ]

Trainee History Report
Hanac Child & Family Counseling Srvs. (23-16 30th Ave, Astoria)
Ebe, Stephanie
From: 01/01/2007 To: 12/31/2007

Sessions

Training Title StartDate  EndDate  -Attended giap

CWICPS Sup Core Tmg Mod 1 Foundations-Sup 10/1012007 10/1012007 0 Nominated

Effectiveness Trg (SET) L-1

CW/CPS Sup Core Trng Mod. 1 Foundations-Sup 10/112007 10/11/2007 0 Nominated

Safety & RiskL-2

CWICPS Supervisory Core Training Module One, 101242007 101252007 0 Nominated

Foundations L-3

CWICPS Supervisory Core Training Module One, 11/0672007 11/0872007 0 Nominated

Foundations L-4

v

< >

@ Internet *100% v

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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To export the report into anotherdfiformat, such as Adobe PDF:

1.

2.

6.

In the preview screenlick the Export buttorfleftmost button on grey toolbar
pop-up windowappears with export options.

Select the file formafdobe Acrobat (PDFpy using the File Format dregiown.
To specifyall pages, select the All radio button. To speaifyage rangeselect
the Pages radio button and type in the From: anghdge numbers.

Click the OK button The report screen appears with the option for saving the
report file

Click the Savebutton. The Save a Copy screen appears.

Using the Save In dregown, bravse to the location for whichoy want to save
the file, typethe file name into the file name field and then click $aeebutton.
Close the Adobe Acrobat (PDF) file by clicking the X in the upper right corner.

To print the report:

Click the Print button. A screen appears with print options. To spetifgages,
select the All radio button. To spectypage rangeselectthe Pagesradio button
and type in the From: and To: page numbers. Then itlie®K button The

report will open up in Adobe Reader or Report Vieviethe report does not open
up, it is mostikely that popup blockers are running on the browser and you will
need to disable them via the browser settings.

1.

o https:/fstars.bsc-cdhs.org/Voluntary/Re portView.aspx - Windows Internet Explorer

£ | https:fistars, bec-cdhs.org/Voluntary (R eportyiew, aspx hd %

B

oy

M @ 7= |- @ [F0Y- g -

*
Ll

I | &

x!

—
: Pages ™. |

¢ Aftachments

¢ Comments

Seprembar 2, 2007 848 am Fage 1 af ]
Trainee History Report
Hanac Child & Family Counseling Srvs. (23-16 30th Ave, Astoria)
Ebe, Stephanie
From: 01/01/2007 Te: 12/31/:2007

Sessions
Training Title Start Date End Date Attended Status

are Tz Med 1 Foundations---Sup 10102007 1010°2007 ] Nomizared
SET)L-1
‘g Mod. 1 Foandations-Sup 1071172007 10112007

o Nomimared
risory Core Training Module Ons, 102472007 10252007 o Mominated
]

CW/CPS Supervisery Core Training Moduls Ons, 117062007 117082007 Mominarad

Foundations L4

1afl [+ ]

Ll

@ Unknown Zone

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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2. Click thePrint buttonto send the report to your print&/hen you are finished
printing, dose the report viewer screen by clicking ¥e the upper right corner.
You will return to the report screen.

3. Inthe report screenamigational arrows appear to the left of the current page
number. The leftmost arrow takes you to the first page. The rightmost arrow takes
you to the last page. Theside arrows take you the previous and next pages.

4. The Find text box button is used to forward search on a term within the report.
Enter the characters into the text box and click on the binoculars located on the
right side of the box. The closest miatill be highlighted in the report.

5. To change the magnification of the report for viewing, use the-doam to
select the percentage.

STARS Technical Support
Ph: (800) 413-3210
E-mail: starssupport@bsc-cdhs.org
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X1l I. Running the Nominee Report
TheNomineereport contains information abowainings for which staff is nominated
and is sorted by theeaining start date and then by tlast name of theominee It
includes the training titldpcation, nominee name and agency, trainee status, and start
date
1. Inthe STARS Main Menu, select tReports menufrom the tabs across thep
of the page, and then select temineeoption from the drogown The
Nominee report design screen appears.
2. Apply the report filters:
e The default From: and To: start date range is ftioencurrent datéo two
weeks aheadrou may adjust the start @atange by typing in the From: and
To: dates or by using the dralown calendars. When selecting the year and
month using the dredown calendar, please be sure to click on the date inside
the calendar. Note: Only trainings that have a start date bethespécified
From: and To: dates will be filtered.
« If you are managing multiple agencies, choose the agengyhich you want
to view nomineesClick the dropdown arrow and select the agency name
from the list.
3. Click theGenerate Reportbutton
4. The repot will be displayed with a menu bar across the top of the screen.

Export Print
button button
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