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STARS for OTDA Training Coordinators 
 
About the STARS Web-based Program for OTDA Training Coordinators 
 
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 OTDA 
Training Coordinators 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. 
 
What 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.  
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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 State, and STARS 
Support. Hover your mouse over the OTDA hyperlink and a popup menu will appear which you can use 
to navigate through the website. 
  
The OTDA menu contains the Online Applications submenu. Under the Online Applications menu, you 
will find a link to the STARS Registration program. 
 
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://stars.bsc-cdhs.org/
http://www.adobe.com/
mailto:starssupport@bsc-cdhs.org
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Log in to 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 field, enter http://stars.bsc-cdhs.org. 

 

 
 

4. Click the Refresh button (or press the Enter key). The STARS website displays. 
 

 

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

 
 

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

6. In the Password box, enter your password.  
7. Click the Login button. The STARS OTDA home page 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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Contractor Training  
 
The Contractor Training menu allows you to nominate trainees for state-sponsored training events that 
are open for nomination; update nominations and/or lodging records for state trainings for which the 
registration deadline date has not passed; update meal and/or workshop selections; and print 

confirmation/non-acceptance memos for accepted/non accepted registrants. 
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Nominate Trainees 
 
The Nominate Trainees link in the Contractor Training menu is used to nominate staff for State-
sponsored training that is Open for Nomination, select the designated driver (if mileage reimbursement 
is provided), select lodging information (if hotel reimbursement is provided), enter notes (if requested 
by the training provider), make workshop choices (for conferences), make meal selections (if meal 
options are available), and view state training announcements.  
 
Nominate trainees for state training 
 

1. In the STARS Menu, click the Contractor Training tab.  
2. Click the Nominate Trainees link. 

The Search for Trainings screen appears. 
 

 
 

3. Enter your search parameters. 
The goal is to find the training event for which staff will be nominated. 
The search results must match all of the information you enter, so the more parameters you 
enter, the narrower the search will be. 

 

Search 
Parameter 

Description Notes 

From  
and  
To 

The default start date range is 
ŦǊƻƳ ǘƻŘŀȅΩǎ ŘŀǘŜ ǘƻ ǘƘǊŜŜ 
months ahead.  

Use the calendar pop-up to adjust the dates. Only 
trainings that begin between the dates you 
specify will be filtered. 
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Provider All training providers are 
selected by default.  

Use the Provider drop-down field to select the 
training provider that is offering the training for 
which you want to nominate staff. 

Content All content is selected by default. If you know the course content of the training for 
which you want to nominate staff, select it using 
the Content drop-down field. 

Training Type All training types are selected by 
default. 

Use the Training Type drop-down field to select 
the training type of the training for which you 
want to nominate staff. 

Training Title Search by text. Enter the training title for which you want to 
nominate staff. 

 
4. Click the Search button.  

The search results display in the lower portion of the screen. Trainings are sorted by training 
title and then by start date. However, you can apply a sort to any of the columns inside the grid 
by clicking the column heading. 

 

 
 
Use the information in the following table to interpret the data in the search results table. 
 

Field Name Description 

Training Title The training name 

Site The training site name 

City The training site city 

Start Date The date training begins 

End Date The date training ends 

Start Time The time training begins 
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5. Additionally, you can search for trainings by using filters associated with the following fields: 
 

 Training Title 

 Site 

 City 

 Start Date 

 End Date 
 
To select a filter: 
 

a. Enter the value to use for the filter in the text box. 

b. Click the  symbol to the right of the text box at the top of the column. 
c. Select the type of filter to use. 

 

Filter  Description  

NoFilter  This will list all results regardless of the value typed in the text box.  

Contains  This will filter results that contain the value typed in the text box.  

StartsWith  This will filter results that start with the value typed in the text box.  

EndsWith  This will filter results that end with the value typed in the text box.  

EqualTo  This will filter results that are equal to the value typed in the text box.  

GreaterThan  This will filter results greater than the value typed in the text box.  

LessThan This will filter results less than the value typed in the text box. 

GreaterThanOrEqualTo This will filter results greater than or equal to the value typed in the 
text box. 

LessThanOrEqualTo This will filter results that are not between the value(s) typed in the 
text box. 

 
The training information table updates to show only the results that match the filter criteria you 
entered. 
 

 
 

6. Select the training title for which you want to register staff. 
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 To view the training details, click the Training Details button. The training announcement 
appears in a new window. After viewing this announcement, close it by clicking the Close 
window button. 
 

7. Click the Nominate button. A listing of active staff appears in the information table, sorted 
alphabetically by last name.  

 

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

Field Name Description Notes 

Last Name Surname, family name  

First Name Given name  

User ID New York State Directory Services (NYSDS) ID  

Nominate Nominate trainee Check this box to nominate a trainee 

Designated 
Driver 

*This field only appears when the training 
offers mileage reimbursement 

Check this box to indicate the trainee is 
the designated driver 

 
8. Locate the nomination record for the person you want to register. You can search for the 

nomination record quickly by using filters associated with the following fields: 
 

 Last Name 

 First Name 



STARS OTDA for Training Coordinators 8 

 

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

 User ID 
 

To select a filter: 
 

a. Enter the value to use for the filter in the text box. 

b. Click the  symbol to the right of the text box at the top of the column. 
c. Select the type of filter to use. 

 

Filter  Description  

NoFilter  This will list all results regardless of the value typed in the text box.  

Contains  This will filter results that contain the value typed in the text box.  

StartsWith  This will filter results that start with the value typed in the text box.  

EndsWith  This will filter results that end with the value typed in the text box.  

EqualTo  This will filter results that are equal to the value typed in the text box.  

GreaterThan  This will filter results greater than the value typed in the text box.  

LessThan This will filter results less than the value typed in the text box. 

GreaterThanOrEqualTo This will filter results greater than or equal to the value typed in the 
text box. 

LessThanOrEqualTo This will filter results that are not between the value(s) typed in the 
text box. 

 
The information table updates to show only the results that match the filter criteria you entered. 
 

 
 

9. Click the Nominate check box in the row which contains the name of the nominee(s) you want 
to register. If the training offers mileage reimbursement, click the Designated Driver check box 
in the row which contains the name of the person to be reimbursed for mileage. Note: The 
nomination ranking is determined by the order of nomination. 

10. Click the Save Nominations button. The Add Notes screen appears. 
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To enter notes: 

a. Click the Add/Edit Notes link in the row which contains the name of the nominee for which 
you want to enter notes. 
 

 
 

b. When you are finished entering notes, click the Save button. 
c. Repeat the last two steps for remaining records that require notes. 
d. Click the Save button when you are finished entering notes for all nominees. 

11. If the training offers lodging, the Lodging Information screen appears. 
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To update the lodging options for each registrant: 
a. Click the Edit link in the row which contains the name of the nominee for which you want to 

update lodging. The lodging information displays in a new window.  
 

 
 

b. You may adjust the arrival date by using the calendar pop-up. 
c. You may select the room type by using the corresponding drop-down. 
d. You may select a roommate by using the corresponding drop-down. 
e. You may indicate special needs (handicap and/or smoking) by clicking the corresponding 

check boxes. 
f. The Special Needs notes field can be used to type information regarding special needs, for 

example, the trainee needs a room on the first floor. 
g. When you are finished updating the lodging information, click the Save button. 
h. Repeat steps a-g for the remaining names of nominees for which you want to update 

lodging. 
i. When you are finished updating the lodging information for all nominees, click the Save 

button.  
12. If the training offers meals, the Meal Choices screen appears. 
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To update the meal choices for each registrant: 

a. Click the Edit link in the row which contains the name of the nominee for which you want to 
make meal choices. The Select Date window appears. 
 

 
 

b. Using the corresponding drop-down, select the date for which you want to make meal 
choices. 

c. Click the Select Meal button. 
 

 
 

d. Using the corresponding drop-downs, make the meal choices. 
e. The Meal Notes field can be used to type information regarding meals. 
f. Click the Save button. Repeat steps b-e to make meal selections for other dates. 
g. Click the Close button. 
h. When you are finished making meal choices, click the Save button. 

13. If the event is a conference, update the workshop choices for each registrant: 
a. Click the Edit link in the row which contains the name of the nominee for which you want to 

make workshop choices. The Select Date window appears. 
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b. Using the corresponding drop-down, select the date for which you want to make workshop 
choices. 

c. Click the Continue button. The Select a session screen appears. 
 

 
 

d. Using the corresponding drop-down, select the session for which you want to make 
workshop choices.  

e. Click the Continue button. The Workshop Choices screen appears. 
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f. Using the corresponding drop-downs, make the workshop choices. 
g. Click the Save Choices button. A pop-up window will indicate that the workshops were 

successfully saved. 
h. Click the OK button. Repeat the previous steps (d-h) for the remaining sessions. 
i. Click the Close button. 
j. Repeat the previous steps (b-i) for the remaining dates and sessions. 

14. Click the Close button. 
15. Click the Save button. 
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Update State Nominations 
 
The Update State Nominations link is used to cancel nominations, change the designated driver (if 
mileage reimbursement is provided), adjust priority ranking, and update trainee notes. 
 
Note: Once the training registration deadline date has passed, it will become necessary to call the 
training provider in order to make these updates. 
 
Update nominations for state training 
 

1. In the STARS Menu, click the Contractor Training tab. 
2. Click the Update State Nominations link. A list of training events for which nominations have 

been made, and for which the registration deadline date has not passed, displays. 
 

 
 
Use the information in the following table to interpret the data. 
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Field Name Description 

Training Title The training name 

Training Site Name of the training site 

Start Date The date training begins 

End Date The date training ends 

Deadline Date The registration deadline date or last day that STARS users can nominate staff online 
for the training 

 
3. Locate the training for which you want to update nominations. When multiple trainings are 

listed, you can search for trainings quickly by using filters associated with the following fields: 
 

 Training Title 

 Training Site 

 Start Date 

 End Date 

 Deadline Date 
 
To select a filter: 
 

a. Enter the value to use for the filter in the text box. 

b. Click the  symbol to the right of the text box at the top of the column. 
c. Select the type of filter to use. 

 

Filter  Description  

NoFilter  This will list all results regardless of the value typed in the text box.  

Contains  This will filter results that contain the value typed in the text box.  

StartsWith  This will filter results that start with the value typed in the text box.  

EndsWith  This will filter results that end with the value typed in the text box.  

EqualTo  This will filter results that are equal to the value typed in the text box.  

GreaterThan  This will filter results greater than the value typed in the text box.  

LessThan This will filter results less than the value typed in the text box. 

GreaterThanOrEqualTo This will filter results greater than or equal to the value typed in the 
text box. 

LessThanOrEqualTo This will filter results that are not between the value(s) typed in the 
text box. 

 
The training information table updates to show only the results that match the filter criteria you 
entered. 
 

4. Select the training title for which you want to update nominations. 
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5. Click the Select Training button. The nominees for the selected training appear in the grid 
below. 

6. To cancel a nomination, adjust the priority ranking, flag a designated driver, or enter notes: 
a. Locate and select the name of the nominee record you want to update. 
b. Click the Edit Nominee button. 
c. To cancel the nomination, select User Cancelled from the Status drop-down.  
d. To change the nomination from User Cancelled back to Nominated, select Nominated 

from the Status drop-down. 
e. To adjust the priority ranking, select the priority number from the Priority drop-down. 
f. To indicate that the nominee should be reimbursed for mileage, click the Designated 

Driver check box field. 
g. To add or update notes, enter the notes in the Notes field. 
h. Click the Update Nomination button to save the changes. A message appears alerting 

you that the nomination details have been successfully updated. Click the OK button. 



STARS OTDA for Training Coordinators 17 

 

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

Update Lodging 
 
The Update Lodging link is used to update lodging information, such as arrival dates, room types, 
roommates, and special needs.  
 
Note: Once the training registration deadline date has passed, it will become necessary to call the 
training provider in order to make these updates. 
 
Update lodging for state training 
 

1. In the STARS Menu, click the Contractor Training tab. 
2. Click the Update Lodging link. A list of training events for which nominations have been made 

and lodging information is available and for which the registration deadline date has not passed 
displays, ordered by start date. 

 

 
 
Use the information in the following table to interpret the data. 
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Field Name Description 

Training Title The training name 

Start Date The date training begins 

End Date The date training ends 

Deadline Date The registration deadline date or last day that STARS users can nominate staff online 
for the training 

 
3. Locate the training for which you want to update lodging information.  
4. Select the training title for which you want to update lodging information. 
5. Click the View Trainees button. The nominees for the selected training appear in the grid below. 
6. Update the lodging record as necessary: 

a. Select the name of the nominee for which you want to view/edit lodging information. 
b. Click the View/Edit Lodging Info button. The lodging information displays below the 

grid.  
c. You may adjust the arrival date by using the calendar pop-up. 
d. You may select the room type by using the corresponding drop-down. 
e. You may select a roommate by using the corresponding drop-down. 
f. You may indicate special needs (handicap and/or smoking) by clicking the corresponding 

check boxes. 
g. The Notes field can be used to type information regarding special needs, for example, 

the trainee needs a room on the first floor. 
7. When you are finished updating the lodging information, click the Save button. A pop-up 

window will indicate that the ǘǊŀƛƴŜŜΩǎ lodging record was successfully saved.  
8. Click the OK button. You will return to the screen which shows the nominees for the selected 

training. Repeat steps 6 and 7 to view/edit lodging information for remaining nominees. When 
you are finished, proceed to the next step. 

9. Click the Done button to return to the list of training events for which nominations have been 
made and for which lodging information is available. 
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Update Conferences/Meals 
 
The Update Conferences/Meals link is used to update meal and/or workshop selections. 
 
Note: Once the training registration deadline date has passed, it will become necessary to call the 
training provider in order to make these updates. 
 
Update conferences/meals for state training 
 

1. In the STARS Menu, click the Contractor Training tab. 
2. Click the Update Conferences/Meals link. A listing of training events for which nominations 

have been made and meals and/or workshops are available and for which the registration 
deadline date has not passed, displays. 
 

 
 
Use the information in the following table to interpret the data. 
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Field Name Description 

Training Title The training name 

Training Site Name of the training site 

Start Date The date training begins 

End Date The date training ends 

Deadline Date The registration deadline date or last day that STARS users can nominate staff online 
for the training 

 
3. Locate the training for which you want to update meals and/or workshops.  
4. Select the training title for which you want to update meals and/or workshops.  
5. Click the View Trainees button. The nominees for the selected training appear in the grid below. 
6. To update workshops: 

a. Select the name of the nominee for which you want to view/edit workshop choices. 
b. Click the View Workshop Choices button. 
c. Select the session for which you want to view/edit workshop choices. 
d. Using the corresponding drop-downs, make the workshop choices. 
e. Click the Save button. 
f. Repeat steps c-e for the remaining sessions. 
g. When finished making workshop choices for the selected nominee, click the Done 

button. 
h. Repeat steps a-e for the remaining nominees. 

7. To update meal choices: 
a. Select the name of the nominee for which you want to view/edit meal choices. 
b. Click the View Meal Choices button. 
c. Using the corresponding drop-down, select the date for which you want to make meal 

choices. 
d. Using the corresponding drop-downs, make the meal choices. 
e. Click the Save button. 
f. Repeat steps a-e for the remaining sessions and nominees. 

8. Click the Done button. 
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Confirmation/Non-acceptance Memos 
 
The Confirmation/Non-acceptance Memos link is used primarily to view and print confirmation memos 
for upcoming state trainings for which the registration deadline date has passed. 
 
View and print confirmation memos for state trainings 
 

1. In the STARS Menu, click the Contractor Training tab. 
2. Click the Confirmation/Non-acceptance Memos link. A list of training events for which 

nominations have been made and for which the registration deadline date has passed displays, 
ordered by training title and then by start date. 

 

 
 
Use the information in the following table to interpret the data. 
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Field Name Description 

Training Title The training name 

Start Date The date training begins 

End Date The date training ends 

Training Site Name of the training site 

 
3. When multiple trainings are listed, you can search for trainings quickly using filters associated 

with the following fields: 

 Training Title 

 Training Site 
 
To select a filter: 
 

a. Enter the value to use for the filter in the text box. 

b. Click the  symbol to the right of the text box at the top of the column. 
c. Select the type of filter to use. 

 

Filter  Description  

NoFilter  This will list all results regardless of the value typed in the text box.  

Contains  This will filter results that contain the value typed in the text box.  

StartsWith  This will filter results that start with the value typed in the text box.  

EndsWith  This will filter results that end with the value typed in the text box.  

EqualTo  This will filter results that are equal to the value typed in the text box.  

GreaterThan  This will filter results greater than the value typed in the text box.  

LessThan This will filter results less than the value typed in the text box. 

GreaterThanOrEqualTo This will filter results greater than or equal to the value typed in the 
text box. 

LessThanOrEqualTo This will filter results that are not between the value(s) typed in the 
text box. 

 
The training information table updates to show only the results that match the filter criteria you 
entered. 
 

4. Select the training title for which you want to view/print confirmation memos. 
5. Click the Select Training button. Names of nominees and their statuses for the selected training 

appear in the grid below. 

 To view a memo for a selected individual nominee, click on the name of the nominee 
and then click the Preview Selected button. 

 To view memos for all listed nominees, click the Preview All button. 
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OTDA Training 
 
The OTDA Training menu allows you to add local course offerings; schedule and edit local training 
events; edit local training events; register OTDA staff for local training events; and view local training 
announcements. 
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Manage Courses 
 
The Manage Courses link is used to set up and maintain a listing of local courses for which trainings are 
scheduled. 
 
Access the Manage Courses screen 
 
From the OTDA Training menu, click the Manage Courses link.  
The Manage Courses screen appears. From this screen, you may add, edit, or delete information about 
local courses. The course names are sorted alphabetically. 
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Add a local course from the Manage Courses screen 
 

1. Verify whether the course is already included in the course listing. Enter the course name in the 

text box, click the   symbol to the right of the text box, and select Contains from the filter 
drop-down.  

2. If the course is not listed, click the Add button. The new course form appears to the right of the 
grid. 
 

 
 

3. Fill in the form, making sure to use the drop-down fields where applicable. 
4. When the form is complete, click the Save button. A pop-up message indicates that a new 

course has been successfully added in the system.  
5. Click the OK button. 
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 Edit a local course from the Manage Courses screen 
 

1. In the Course Name text box, enter part of the name of the course you want to edit. 

2. Click the   symbol to the right of the text box at the top of the column. 
3. Select the StartsWith filter. The training information table updates to show only the results that 

match the filter criteria you entered.  
4. Select the name of the course you want to edit. 
5. Click the Edit button. The Update Course form appears to the right of the grid. 

 

 
 

6. Make changes as needed. 
7. Click the Update button to save changes. A message appears, alerting you that the local course 

has been successfully updated in the system. Click the OK button. 
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Delete a local course from the Manage Courses screen 
 

1. Locate the course you want to delete. Enter part of the course name in the text box, click the   
symbol to the right of the text box, and select StartsWith from the filter drop-down.  

2. Select the course name you want to delete. 
3. Click the Delete button. You will be prompted on whether you are sure you want to delete this 

course.  
 

 
 
4. Click the Delete button to continue. A pop-up message indicates that the local course has been 

successfully deleted in the system.  
5. Click the OK button. 
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Manage Trainings 
 
Schedule a local training 
 

1. In the STARS Menu, click the OTDA Training tab. 
2. Click the Schedule a training link. 

 

 
 

3. Click the Schedule a new Training link. Filters for Course Type and Course Content display. 
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4. If you want to filter by Course Type and/or Course Content, select the desired option(s) from the 

corresponding drop-down(s).  
5. Using the Local Course drop-down, select the course for which you want to schedule training. 
6. Click the Schedule Training button. 

 

 
 

7. Enter the scheduling information. 
a. Select the Start Date and End Date using the pop-up calendars. 
b. Select the Start Time and End Time using the pop-up time pickers. 
c. Select the training site using the corresponding drop-down. 
d. Type any additional information in the corresponding text box. 
e. Type the number of hours and sessions in the corresponding text boxes. 
f. Select the trainer(s) using the corresponding check boxes. 

8. Click the Save button. A message alerts you that the training has been saved. 
9. Click the OK button. 
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Model a new training based on an existing training 
 

1. In the STARS Menu, click the OTDA Training tab. 
2. Click the Schedule a training link. 

 

 
 

3. Click the Model a new Training based on an existing Training link. The Select Course screen 
appears. 

 

 
 

4. Using the corresponding drop-down, select a course to view trainings associated with it. 
5. Click the View Trainings button. 
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6. Select the training you want to model. 
7. Click the Model Training button. A message appears alerting you that the training details have 
ōŜŜƴ ŦƛƭƭŜŘ ǿƛǘƘ ǘƘŜ ŜȄŎŜǇǘƛƻƴ ƻŦ ǘƘŜ ǘǊŀƛƴƛƴƎΩǎ ǎǘŀǊǘ ŀƴŘ ŜƴŘ ŘŀǘŜǎΦ 

 

 
 

8. Scroll down to view the training details. 
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9. Select the Start Date and End Date using the pop-up calendars. 
10. Click the Save button. A pop-up message appears alerting you that the new training has been 

successfully entered in the system. Click the OK button. 
11. Click the Done Modeling button. 
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Edit a local training 
 
1. In the STARS Menu, click the OTDA Training tab. 
2. Click the Edit a training link. 
 

 
 
3. Using the corresponding drop-down, select the course for which you want to edit a training. 
4. Click the View Trainings button. The results display in the lower portion of the screen. 
 

 
 
Use the information in the following table to interpret the data. 
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Field Name Description 

Start Date The date training begins 

End Date The date training ends 

Start Time The time training begins 

Site Name The name of the training location 

 
5. Locate the training for which you want to edit. When multiple trainings are listed, you can search for 

trainings quickly using filters associated with the following fields: 
 

 Start Date 

 End Date 

 Site Name 
 
To select a filter: 
 

a. Enter the value to use for the filter in the text box. 

b. Click the  symbol to the right of the text box at the top of the column. 
c. Select the type of filter to use. 

 

Filter  Description  

NoFilter  This will list all results regardless of the value typed in the text box.  

Contains  This will filter results that contain the value typed in the text box.  

StartsWith  This will filter results that start with the value typed in the text box.  

EndsWith  This will filter results that end with the value typed in the text box.  

EqualTo  This will filter results that are equal to the value typed in the text box.  

GreaterThan  This will filter results greater than the value typed in the text box.  

LessThan This will filter results less than the value typed in the text box. 

GreaterThanOrEqualTo This will filter results greater than or equal to the value typed in the 
text box. 

LessThanOrEqualTo This will filter results that are not between the value(s) typed in the 
text box. 

 
The training information table updates to show only the results that match the filter criteria you 
entered. 
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6. Select the training you want to edit. 
7. Click the Edit Training button. 
 

 
 
8. Make changes as needed. 
9. Click the Update Training button. A pop-up message indicates that the training has been updated. 
10. Click the OK button.  
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Register participants for a local training 
 

1. In the STARS Menu, click the OTDA Training tab. 
2. Click the Register participants for a training link. 

 

 
 

3. Select the course for which you want to register participants using the drop-down. 
4. Click the Show Trainings button. The results display in the lower portion of the screen. 

 

 
 

5. Locate the training dates for which you want to register participants. When multiple sets of 
dates are listed, you can search for trainings quickly using the filters associated with the 
following date fields: 
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 Start Date 

 End Date 
 

To select a filter: 

a. Enter the value to use for the filter in the text box. 

b. Click the  symbol to the right of the text box at the top of the column. 
c. Select the type of filter to use. 
d. The training information table updates to show only the results that match the filter 

criteria you entered. 
 

 
 

6. Select the training dates for which you want to register participants. 
7. Click the Nominate button. A listing of active staff appears in the information table below, 

sorted alphabetically by last name. 
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8. Locate the nomination record for the person you want to register. You can search for the 

nomination record quickly using filters associated with the following fields: 
a. Last Name 
b. First Name 
c. User ID 

 
To select a filter: 

a) Enter the value to use for the filter in the text box. 

b) Click the  symbol to the right of the text box at the top of the column. 
c) Select the type of filter to use. 
d) The information table updates to show only the results that match the filter criteria you 

entered. 
 

 
 

9. Click the Nominate check box in the row which contains the name of the person you want to 
register. 

10. Click the Save Nominees button. A pop-up message indicates that the nominees you selected 
have been successfully saved. 

11. Click the OK button. 
12. When you are finished locating and registering staff names, click the Done Nominations button. 
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Update registrations for a local training 
 

1. In the STARS Menu, click the OTDA Training tab. 
2. Click the Update registrations for a training link. 

 

 
 

3. Select the course for which you want to update registrants using the drop-down. 
4. Click the View Trainings button. The results display in the lower portion of the screen. 

 

 
 

5. Locate the training dates for which you want to update registrants. When multiple sets of dates 
are listed, you can search for trainings quickly using the filters associated with the following date 
fields: 
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 Start Date 

 End Date 
 

To select a filter: 

e. Enter the value to use for the filter in the text box. 

f. Click the  symbol to the right of the text box at the top of the column. 
g. Select the type of filter to use. 
h. The training information table updates to show only the results that match the filter 

criteria you entered. 
 

 
 

6. Select the training dates for which you want to update registrants. 
7. Click the View Nominees button. A listing of nominees appears in the information table below, 

sorted alphabetically by last name. 
 

 
 

8. Locate the registration record you want to update. You can search for the registration record 
quickly using filters associated with the following fields: 

 
a. Last Name 
b. First Name 
c. User ID 
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To select a filter: 

a) Enter the value to use for the filter in the text box. 

b) Click the  symbol to the right of the text box at the top of the column. 
c) Select the type of filter to use. 
d) The information table updates to show only the results that match the filter criteria you 

entered. 
 

 
 

9. Click the Edit link in the row which contains the name of the registrant you want to update. 
 

 
 

10. Make changes as necessary: 
a. Use the corresponding drop-down to update the Sessions Attended. 
b. Use the corresponding check boxes to indicate Fail and Incomplete. 

11. Click the Save button.  
12. Click the Done button. 
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Data Maintenance  
 
The Data Maintenance menu allows you to maintain basic STARS data, including personnel, local training 
sites, job titles, job units, and agency details. 
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Personnel 
 
The Personnel link allows you to edit personnel information, such as name, e-mail address, active status, 
job title, job unit, job type, hire date, and functional area. 
 
Edit a personnel record 
 

1. In the STARS Menu, click the Data Maintenance tab. 
2. Click the Personnel link. 

 

 
 

3. Search for an existing staff record in STARS: 
a. Type the last name in the Last Name text box. 

b. Click the  symbol to the right of the text box. 
c. Select the type of filter to use from the drop-down, for example, Contains. 
d. The personnel information table updates to show only the results that match the filter 

criteria you entered. 
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4. Select the name inside of the grid. 
5. Click the Edit Employee button. 
6. Review the accuracy of the information in the following tabs: Personal Info, Educational Info, 

Job Info, Functional Area, and Additional Info. 
7. Make changes as needed. 
8. Click the Save button to save changes ς or Cancel if no changes were made.  
9. If changes were made, verify the information in the next screen and then click the Update 

button. A message appears, alerting you that the personnel information was successfully 
updated. 
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Local Training Sites 
 
The Local Training Sites link is used to set up and maintain a listing of local training sites. A training site 
must be part of the training site listing in STARS before it can be assigned to local training. 
 
Add a local training site 
 

1. In the STARS Menu, click the Data Maintenance tab. 
2. Click the Local Training Sites link. 

 

 
 

3. Click the Add New Training Site button. 
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4. Enter the training site information. 
5. Click the Save button. 
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Edit a local training site 
 

1. In the STARS Menu, click the Data Maintenance tab. 
2. Click the Local Training Sites link. 

 

 
 

3. Search for the training site in STARS: 
a. Type the training site name in the Name text box. 

b. Click the  symbol to the right of the text box. 
c. Select the type of filter to use from the drop-down, for example, Contains. 
d. The training site information updates to show only the results that match the filter 

criteria you entered. 
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4. Select the training site and click the Edit link. 
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5. Make changes as needed. 
6. Click the Update button to save changes ς or Cancel if no changes were made.  
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Job Titles 
 
The Job Titles link is used to set up and maintain a listing of job titles that are assigned to staff records.  
 
Add a job title 
 

1. In the STARS Menu, click the Data Maintenance tab. 
2. Click the Job Titles link. 

 

 
 

3. Verify the job title does not already exist: 
a) Type the title in the text box. 

b) Click the  symbol to the right of the text box. 
c) Select the type of filter to use from the drop-down, for example, Contains. 
d) The job title information table updates to show only the results that match the filter 

criteria you entered. 
4. If the job title is not part of the job title listing, click the Add new Title button. 

 
 


























