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STARS fddTDATraining Coordinators
About the STARS Wdinsed Program for OTDA Training Coordinators

The Office fo 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 ¥rebdirectly through the CONNECTIONS
network. The STARStatewide Training Automated Registration Systerel)-based progranfor OTDA

Training Coordinatorsffers several benefits:

+ RealTime Training Registration: Promotes a paperless process that allows agerreigister
staff online for all OCFS and OTDA funded training

o UserFriendly Features: Designed to ease the registration process; and

¢ Reports: Immediate access to training reports

STARS allows retitne registration processing, which means that whersarissubmits a registration
request for a Statesponsored training, the provider immediately has access to the registration
information and can process it accordingly.

TheStateTraining Registration Process

The following steps describe tls¢ate training registration process:

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

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

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

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

days, times, and locations of its offerings.

The state training provider announces the staf@nsored training.

5. Agendes enter and register staff for staponsored 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.

STARS willmail training confirmatin memaos for all participants registered for the class.

The state training provider conducts stegponsored training.

The state training provider updates training attendance.

The state training provider closes the training file.

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

N
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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.

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

The STARS program is optimized to be displayed at a screen resolution of 102¥% kig&8r If your
computer is running at a resolution of 800 x 600 or belgay 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 76®r higher

STARS Website

The address of the STARS websitdts//stars.bsccdhs.org The STARS portal contaies menus:

Home,! / { O! RYAYAAUGNI GAZ2Y F2NJ/ KAfRNBYQa ,{o&NIBAOS&0L X
Districts,OTDA, Public Agenci@gaining Providers, Voluntary Agencies, Connectiiate and STARS

Support Hover your mouse over tHeTDAhyperlink and a popup menu will appear which you can use

to navigate through the website.

TheOTDAmenu containghe Online Applicationsubmenu.Under the Online Applications menu, you
will find alink 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,
@2dz Oy 200FAYy GKS LItp/AnNy.atobe.dom! R26S5SQa 6So0aAGSYyY

Obtaining Technical Support

The best way to obtain STARS technical support iswiailto starssupport@bscdhs.org Please be

sure to include a detailed description of the problem or gumstiTechnical staff at CDHS will research
your problem and amail back a solution, or if necessary, will contact you via phone. If the nature of your
problem requires immediate assistance, please call (8003218.An online tutorial has also been
develged to help guide you through the registration process.

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

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

net
Explorer

2. The Internet Explorer browser opens and your home page displays.
3. In the Address field, entdattp://stars.bsccdhs.org

‘& http: ffstars. bec-cdhs.org)f v| | [ 2

4. Click the Refresh button (or press the Enter ke STARS website displays.

(> Statewide Training Automated Registration System - Windows Internet Explorer

& i?; {thpffstars bsc-cdhs.org B :‘ || X ;-" soogle ‘ P~
File Edit View Favorites Tools Help

x Google vl-" search > §D ~ &) o~ :g] " ¢ Bookmarks v~ “% Check » > €y v (signIn v
v Favorites | i3 @ Succested Sites » @ | Free Hotmail @ | Web Slice Gallery ~

P : = T B B | pmh v Page~ Safety - Tools - @v
éStatewxde Training Automated Reqistration System ‘ i 1 ) =1 age arety ools ~

New York State JL'“CDHS

: A
Office of Center for Development
Children & l‘"dll]il)’ ’ sy "”‘ LT0g Son e of Human Services
. bl toais, Research Foundation of SUNY
Services Buffalo State College
Home
ACS ’ - ; - I
HRA ’ e Co m e -
Local Districts »  tothe Statewide Training Automated Registration System website. Hover your mouse
over the button to the left that corresponds to your agency type. The name of the agency type
OTDA ' selected will turn green and be underlined. A popup menu will appear for the selected agency
PublicAgencids ,  type which you can use to navigate through the website.
Training Providers , ~ NOTE:
g In order to use this site. you must have Internet Explorer version 6 or above with JavaScript
Voluntary Agencies » enabled. If the popup menu does not work for you, please click here.

Connections State

STARS Support

® 2008 CDHS/Research Foundation of SUNY/BSC

Done € Internet iy v ®100% -
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5. Select OTDA > Online Applications > STARS Registration
The STARS login page displays.

Home l Contractor Training | OTDA Training | Data Maintenance | Reports | Logout

Log in to OTDA web application

STARS ID: | ]

Password: | ]

Contact Us  ©2007 CDHS/Research Foundation of SUNY/B5C

5. Inthe STARS ID box, type your assigned STAR®UDnust place yowursor in the STARS ID
field to begin.)

6. Inthe Password box, enter your password.

7. Click the Login buttorThe STARS OTDA home page appears.

Contractor Training | OTDA Training | Data Maintenance ‘ Reports | Logout

About the STARS OTDA Program
STARS(Statewide Training Automated Registration System) manages and monitors in real time the state sponsored
training announcements, training scheduling, training registration, training confirmation, and training attendance. OTDA

staff can also manage via STARS the internal staff office training, personnel information, and a myriad of training reports.

Click on a tab to run those program options.

Contact Us  ©2007 CDHS/Research Foundation of SUNY/B5SC

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

-8 Contractor Training | OTDA Training | Data Maintenance | Reports | Logout

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

TheGontractor Training menu allows you toominate trainees fostate-sponsoredrainingevents that
are open for nominationupdate nominationsnd/or lodging record$or state trainings for which the
registration deadline date has not passeg@date meal and/or workshop selectiored print
confirmation/non-acceptancenemosfor accepted/non accepted registrants

| Contractor Training

OTDA Training \ Data Maintenance | Reports ‘ Logout

Contractor Training Menu

sing the links below, you can nominate trainees for state-sponsored training events that are open for nomination;
l ] update nominations and/or lodging records for state trainings for which the registration deadline date has not
passed; and print confirmation/rejection memos for accepted/non accepted registrants.

* Nominate Trainees
You can nominate OTDA staff for State-sponsored training that is Open for Nomination, set a trainee nomination
ranking, 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.

* Update State Nominations
You can cancel nominations, change the designated drivers, adjust priority rankings and update trainee notes. If the
training registration deadline date has passed, you need to call the training provider to make these updates.

* Update Lodging
You can update arrival dates, room types, roommates, and special needs. If the training registration deadline date has
passed, you need to call the training provider to make these updates.

* Update Conferences/Meals
You can update meal and/or workshop selections. If the training registration deadline date has passed, you need to
call the training provider to make these updates.

* Confirmation/Non-acceptance Memos
You can view and print confirmation memos for upcoming trainings for which the registration deadline date has passed.

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

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

The Nomite Trainees linkn the Contractor Training merig 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 reimbursememrevided), 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. Inthe STARS Mendlick theContractor Trainingab.

2. dick theNominate Traineesink.
The Search for Trainings screen appears.

l’rﬁ\

- )
" Center ox ment of Human Sexvices

Home [NeLlieaG @icil OTDA Training | Data Maintenance | Reports | Logout

Search for Trainings

-|Enter your search parametersi

From 10/14/2009 | [
To 1/14/2010 | [E

Provider | ---All Providers--- v
Content ---All Content--- Y
Training Type | ---All Training Types--- ¥

Training Title |

‘ Search_[

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

3. Enter your search parameters.
Thegoalis to findthe training event fo which staff will be nominated.
The search results must match diltbe information you enter, so the more parameters you
enter, the narrower the search will be.

Search Description Notes

Parameter

From The defaulistart date range is Use the calendar popp to adjust he dates. Only
and FNRBY (2RI &Qa R/ trainings thatbeginbetween the dates you

To months ahead. specify will be filtered.

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



Provider Alltraining providers are
selected by default.
Content All content is selected by defauli

Training Type | All training types are selected by

default.

Training Title | Search by text.

4. Click theSearchbutton.

STARS OTDA for Training Coordinat| 5

Use the Provider dropown field to select the
training provider that is offering the training for
which you wanto nominate staff.

If you know the course content of the training fo
which you want to nominate staff, select it using
the Content dropdown field.

U< the Training Type dredown fieldto select
the training type of the training for which you
want to nominate staff.

Enter the training title for which you want to
nominate staff.

Thesearch reslis display in thdower portion of the screen. Trainings are sorted by training
title and then by start dateHowever, pu can apply a sort to any of the columns inside the grid

by clicking the column heading.

r|Sselect Training

Training Title Site ‘ City ‘ Start Date ‘ End Date ‘ Start Time
L7 17 17 17 17
PDP Albany
Advanced Audit Institute Training Center - Albany 11/18/09 11/18/09 8:30AM
UAE 433
Institute for Temporary Assistance ComfortInn & 2 oy i
Programs (ITAP) H-1 Suites Castleton 11/30/09 12/04/00 B:304M
Welfare-To-Work Caseload Suffolk DS5-Main
Management System (WTWCMS) User Main FI Computer | Ronkonkomna 11/17/09 11/18/09 2:00AM
Training Lab
| Nominate| | Training Details| | Done Mominations

Use the information in the following tablto interpret the data in thesearch resultsable.

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 ime training begins

STARS Technical Support: (800}3A1)

Email: starssupport@bsamihs.org
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5. Additionally, ypu can search for trainirsdy using filters associated with the following fields:

e Training Title

e Site

° Clty

e Start Date
e 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

NoFiter This will list all results regardless of the value typed in the text bo
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
End&Vith 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
GreaterThan This will filter results greater than the value typed in the text box.
LesThan This will filter results less than the value typed in the text box.

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

LessThanOrEqualTo This will filter results that are not between the valugfg)ed in the
text box.

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

Training Title Site: City Start Date End Date Start Time
audit ' T T T T
PDP Albany
Advanced Audit Institute Training Center - Albany 11/18/09 11,/19/09 8:304M
UAB 433
Nominate Training Details Done Mominations

6. Select the training title for which you want to register staff.

STARS Technical Support: (800}3A1) Email: starssupport@bsamihs.org
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e To view the training details, click tAeaining Detds button. The training announcement
appears in a new window. After viewing this announcement, close it by clickingidse
window button.

7. Click theNominatebutton. A listing of active staff appears in the information table, sorted
alphabetically bydst name.

Designated
Driver

Nominate

Adebayo Adekunle AMBST2 [ [
Ajavon Akoue AVT250 [ (]
Andres Sheila AVIEE0 [ [
Anighoro French AWL6T0 (] ]
Arias Maria 920454 O O
Arshad Hassaan 890380 (] O
August Pamela 920b29 Il [l
Ayala Maria Y5627 (o] (]
Bach Stephen 920473 [ [
Ealch Adrian 920480 (] (]

K <[1)2345678910. >N Ppage|l]of17 Pagesize:| 10 | [Change|  Kem1to10 of 164

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 (NYSD:

Nominae Nominatetrainee Check this box to nominate a trainee
Designated | *This field only appears when the training | Check this box to indicate the trainee
Driver offers mileage reimbursement the designated driver

8. Locate the nomination record for the persgou want to registerYou can search for the
nomination record quicklipy using filters associated with the following fields:

e Last Name
e First Name

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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e UserlD
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 Thiswill list all results regardless of the value typed in the text.bo»
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 t
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.

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

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

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

Last Mame First Name UserlD Select
Barkley W W 'd
Barkley Robert 730004 (]

[ Save Nominations __J Done |

9. Click theNominate check box in the row which contains the namfehe nominee(syou want
to register. If the training offers mileageeimbursement, click th®esignated Drivecheck box
in the row which contains the name of the person to be reimburfeeadnileage Note: The
nomination ranking is determined by the order of nomination.

10. Click theSave Nominationdutton. The Add Notes screeappears.

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

—|Add notes for Traineesl

Trainee Name

Babcock, Andrea Add/Edit Notes
Babicek, Karen Add/Edit Notes
Barnard, Marion Add/Edit Notes
Barnhart, Marilyn Add/Edit Notes

| Save|

To enter notes:
a.Click theAdd/Edit Noteslink in the row which contains the name of the nominee for which
you want to enter notes.

—|Babcock, Andrea

Trainee notes

| Save|| Canr_el|

b.When you are finished entering notes, click avebutton.

c.Repeat the lastwo steps for remaining recosdthat require notes.

d.Click the Save button when you are finished entering notes for all nominees.
11. If the training offers lodginghe Lodging Information screen appears.

Lodging Information

—‘Select a Numinee‘
Trainee Name Gender Arrival Departure Room Type Handicap Smoking
L Iv
Andres, Sheila Female 09,/14,/09 09/15,/09 Commuter Edit
Arias, Maria Female 09,/14,/09 08,/15,/09 Commuter Edit

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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To ydate the lodging options for each registrant:
a.Click theEditlink in the rowwhich contains the name of the nominee for which you want to
update lodging The lodging information displays in a new window.

—|Lodging Choices for: Babcock, Andrea

Arrival Date 10/13/2009 =
Departure Date 10/15/2009 =
Room Type  Commuter -
Handicap
Smoking

Special Needs

| Save|| Cancel|

b.You may adjust the arrival date by using the calendarygmp

c.You may select the room type by using the corresponding-dawn.

d.You may select a roommate by using the corresponding-daypn.

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 specialfoeeds,
example, the trainee needs a room on the first floor.

g.When you are finished updating the lodging information, click$hgebutton.

h.Repeatstepsa-g for the remaining names of nominees for which you want to update
lodging.

i. When you are finished updai the lodging informatiofor all nomineesclick theSave
button.

12. If the training offers mealshe Meal Choices screen appears.

Meal Choices
|

—‘Select Meal Choices for Nomineesl

[ I~
Andres, Sheila Edit
Arias, Maria Edit

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



To ypdate the meal choices for each registrant:
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a.Click theEditlink in the row which contains the name of the nominee ¥ehich you want to
make meal choice§ he Select Date windoappears.

Select Date

9,/14,/2009

[SEIect MEE|] [Close]

b.Using the corresponding dregoown, select the date for which you want to make meal

choices.
c.Click theSelect Meabutton.

—|Available Meal Choices

Participant Name Andres, Sheila
Date 9/14/2009

Breakfast | (Select Meal option)

Lunch | (Select Meal option)

Dinner | (Select Meal option)

Meal Motes

Save | | Cancel

d.Using the corresponding dregiowns, make the meal chas.
e.The Meal Notes field can be used to type information regarding meals.
f. Click theSavebutton. Repeat stepb-e to make meal selections for other dates.

g.Click theClosebutton.

h.When you are finished making meal choices, click3aeebutton.
13. If the evert is a conference, update the workshop choices for each registrant:
a.Click theEditlink in the row which contains the name of the nominee for which you want to
make workshop choice3he Select Dateindow appears.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org



r Select Date|————

|09/14/2009

h |

[

Continue H Close]
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b.Using the corresponding dregiown, sdect the date for which you want to make workshop

choices.

c.Click theContinuebutton. The Select a session screen appears.

I— Select a session

| (5elect a session)

h |

4 [ Continue H CIDSE]

d.Using the corresponding dregiown, select the session for which you want to make

workshop choices.

e.Click theContinuebutton. The Workshop Choices screen appears.

STARS Technical Support: (800}

LICY)

Email: starssupport@bsuahs.org
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—|Workshop Choices

Participant Mame Stephen Bach
Date 9/14/2009

Mot attending this [
session

Session Time 8:00 AM to 11:00 AM

First Choice | (Select a workshop)

I Mot interested in []
other workshops

Second Choice | (Select a workshop)

Third Choice | (Select a workshop)

[ Save Choices ] [

Cancel ]

f. Using the corresponding dregiowns, make the workshop choices.
g.Click theSave Choicelsutton. A popup window will indicate that the workshops were

successfully saved.

h.Click theOKbutton. Repeathe previoussteps(d-h) for the remaining sessions.

i. Click theClosebutton.

j- Repeathe previoussteps(b-i) for the remaining dateand sessions

14. Click theClosebutton.
15. Click theSavebutton.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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Update State Nominations

The Update State Nominations link is used to cancalinations, change the designated driver (if
mileage reimbursement is provided), adjust prigniainking, and update trainee notes

Note: Once the training registration deadline date has passed, it will become necessary to call the
training provider in ordr to make these updates.

Update nominationsfor state training

1. Inthe STARS Menu, click f@entractor Trainingab.
2. Qick theUpdate State Nominationdink. A list of training events for which nominations have
been madeand for which the registratiodeadline date has not passedisplays.

{= OTDA Web Application - Windows Internet Explorer g@@
G@ v }g https:}fstars.bsc-cdhs.org/otdajupdate_nominations.aspx V[ QJ i ‘7‘ X |‘3‘3'2uﬂ'3 I.p i+
7Co -3le’ v v} Search + G2~ D - B - €% Bookmarks~  [@ Find + P check ~ T AutoRil + - € » (signIn -

Wk |{éOTDA web Application [¥ - dh v irpage v (JTovk v

Update Nominations

Please select a training from this grid below and the click the button below to View and/or Update the nominations for
that training.

Training Title Training Site Start Date End Date DeadLine Date

Y
STARS Training Albany Marriott 04/20/2009 04/21/2009 04/06/2009
STARS Training Albany Marriott 04/13/2009 04/14/2009 03/30/2008

Select Training

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

Dane € Internet H100% ~

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

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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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 Dag The date training ends

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

3. Locate the training for which you want to update nominationten multiple trainings are
listed, you can seat for trainings quicklyy using filters associated with the following fields:

e Training Title
e Training Site
e Start Date

e End Date

e 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 altesults 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 filterresults 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 t
GreaterThan This will filter results greater than the value typed in the text box.
LessThan This will filterresults less than the value typed in the text box.

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

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

STARS Technical Support: (800}3R10 Email: starssupport@bszihs.org
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5. Click theSelect Trainindputton. The nominees for the selectedatning apgar in the grid

below.

6. To cancel a nomination, adjust the priority ranking, flag sigieated driver, or enter notes:

a.

b.
c.
d

P )]

Locate and select the name of the nominee record you want to update.

Click theEdit Nomineebutton.

To cancel th@omination,select UseCancelled from the Status drajown.

To change the nomination from User Cancebagkto Nominated, select Nominated
from the Status droglown.

To adjust the priority ranking, select the priority number from the Priority eifopn.
To indicate that the aminee should be reimbursed for mileage, click the Designated
Driver check box field.

To add or update notes, enter the notes in the Notes field.

Click theUpdate Nominationbutton to save the change#& message appears alerting
you that the nomination detils have been successfully updated. ClickQkédoutton.

STARS Technical Support: (800}3R10 Email: starssupport@bszihs.org
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Update Lodging

The Update Lodgingk is used to update lodging information, such as arrival gjatem types,
roommates, and special needs.

Note: Once the training registration deadline ddtas passed, it will become necessary to call the
training provider in order to make these updates.

Update lodging for state training

1. Inthe STARMenu, click theContractor Trainingab.

2. Qick theUpdate Lodgindink. A list of training events for whigtominations have been made
and lodging information is availabdad for which the registration deadline date has not passed
displays, ordered by start date.

{= OTDA Web Application - Windows Internet Explorer B@@
G@ v }g https:}fstars.bsc-cdhs.org/otdajtc_update_lodging.aspx V[ QJ 3 ‘7‘ X |‘}:‘-: gle I/o =
7Co -3le’ v v}Search v O - B % Bookmarks+ | [@ Find - ¥ check - ) Autoril v - € » (signIn -

Wk |{éOTDA web Application [¥ fa - dh v kpage » (i Tooks +

LGl Contractor Training | OTDA Training | Data Maintenance | Reports ‘ Logout

Update Lodging

Please select a Training below to view the lodging information for the participants.

—|Select a Training

Training Title Start Date End Date DeadLine Date

STARS Training 04/12/2009 04/14/2009 03/30/2009
STARS Training 04/20/2009 04/21/2009 04/06/2009

View Trainees

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

I € Internet H100% - ::l

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

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Training Title
Start Date
End Date
Deadline Date

Locate

o gk w

a.
b.

~® o0

g.
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Description

The training name

The date training begins
The date training ends

The registration deadline date or last day that STARS users can hominate staff
for the training

the training for which youamt to update lodging information.

Select the training title for which you want to update lodging information.
Click theView Traineedutton. The nominees for the selected training appear in the grid below.
Update the lodging record as necessary:

Selectthe name of the nominee for which you want to view/edit lodging information.

Click theView/Edit Lodging Info button. The lodging information displays below the

grid.

You may adjust the arrival date by using the calendarygop

You may select the roomg by using the corresponding drajmwn.

You may select a roommate by using the corresponding-dayn.

You may indicate special needs (handicap and/or smoking) by clicking the corresponding
check boxes.

The Notes field can be used to type informationardting special needs, for example,

the trainee needs a room on the first floor.

7. When you are finished updating the lodging information, clickShagebutton. A popup
window will indicate that thei NJ- A lgd§iy@e&ord was successfully saved.

8. Clickthe OKbutton. You will return tahe 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. Clickthe Donebutton to return tothe list of training events for which nominations have been
made andor whichlodging information is available.

STARS Technical Support: (800}3R10 Email: starssupport@bszihs.org
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Update Conferences/Meals
TheUpdate Conferences/Mealsk is used taipdate meal and/or workshop selectians

Note: Once the trainingagistration 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. Inthe STARS Menu, click f@entractor Trainingab.

2. Click theUpdate Conferences/Malslink. A listing of training events for which nominations
have been madand meals and/or workshops are available and for which the registration
deadline date has not passed, displays.

/= OTDA Web Application - Windows Internet Explorer

@@: A4 IQJ https:/{stars.bsc-cdhs.org/OTDA update meal_n_confersnce_tc,asp: Vl 5;[ W] X -'" !,o'
File Edit View Favorites Tools Help
x Google v Msearch -0 > O gp- |Bho| €9 Bookmarks v " Check + &3] Translate + 2> &y v (signin v
¢ Favorites | s @ Suacested Sites » @] Free Hotmail @] Web Slice Gallery »

= = »
| € oTDA Web Application [ M [ = v Page - Safety - Tools - @~

Home ‘ Contractor Training ‘ OTDA Training | Data Maintenance | Reports | Logout

Update Meals/Conferences

Explanation text

~|Select a Training

Training Title Training Site | Start Date | End Date | Deadline Date
£ 2 2 ¥] 4

Conference with Workshops 99 Pub Restaurant 10/13/2009 10/15/2009 10/09/2009

Test Training With Breakfast, Lunch and Dinner 99 Pub Restaurant 11/24/2009 11/26/2009 11/20/2009

View Trainees |

Contact ©2007 CD Research Foundation of SUNY/BSC | E]E]
4

I & Internet h v HMI00% v

I=
P

Use the information in the following table to interpret the data

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

The training name
Name of the training site
The date training begins
The date training ends

The registration deadline date or last day that STARS users canatersiaff online
for the training

the training for which you want to update meals and/or workshops.

Select the training title for which you want to update meals and/or workshops.
Click theView Traineedutton. The nominees for the selected tning appear in the grid below.
To ydate workshops:

Select the name of the nominee for which you want to view/edit workshop choices.
Click theView Workshop Choicelsutton.

Select the session for which you want to view/edit workshop choices.

Using the caresponding dropdowns, make the workshop choices.

Click theSavebutton.

Repeat steps-e for the remaining sessions.

When finished making workshop choices for the selected nominee, clidkahe
button.

Repeat steps-& for the remaining nominees.

7. To update meal choices:

a.
b.
c.

d.
e.
f.

Select the name of the nominee for which you want to view/edit meal choices.
Click theView Meal Choicedutton.

Using the corresponding dregiown, select the date for which you want to make meal
choices.

Using the corresponding dregiowns, make the meal choices.

Click theSavebutton.

Repeat steps-a& for the remaining sessions and nominees.

8. Click theDonebutton.

STARS Technical Support: (800}3R10 Email: starssupport@bszihs.org
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Confirmation/Nonacceptance Memos

The Confirmation/Noracceptance Memos link is used primarily to view and print confirmati@mos
for upcomingstatetrainings for which the registration deadline date has passed.

View and print confirmation memos for state trainings

1. Inthe STARS Menu, click f@entractor Trainingab.

2. Qick theConfirmation/Non-acceptance Memotink. A listof 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.

{= OTDA Web Application - Windows Internet Explorer

G@ v [g; https://<rars bsc-cdhs.org/ O DA stake confinmation memn, aspx Vl QJ T} ?2 |E:' Google |;::‘
7Eile Edit View Favorites Tools Help
x Google v M search - 0 G - @D - |gl '| % Bookmarksw  “% Check ~ ] AutoFil + o - 4 & v () SignIn ~

ies v LD Free Hotmail & | e Siee Gallery v

T Favorites | 55 @ <.
— »

IQOTDA Web Application ‘ ‘ f_‘} * B =3 @ v Page > Safety ~ Tools ~ @v

I ' T
Home ‘ Contractor Training ‘ OTDA Training | Data Maintenance | Reports ‘ Logout

Confirmation/Non-acceptance Memo

—|Deliveries ready for Confirmation/Non-acceptance MemosI

Training Title Start Date = End Date Training Site

L ¥ v
Office 2007 Transition 03/26/2009 | 03/26/2009 | OTDA Harlem Training Center
Selected Topics of the Institute for Temporary Assistance Programs (5 Day) | 03/30/2009 = 04/03/2009 | PDP Albany Training Center - UAB 433

Select Traininé

ContactUs  ©2007 CDHS/Research Foundation of SUNY/BSC

Internet fo v ®i100% v
a i

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

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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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 filtersaasdoci
with the following fields:
e Training Title
e 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 bo
Contains This will filer 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 filterresults that are equal to the value typed in the text b
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.
GreaterThanOrEquall This willfilter results greater than or equal to the value typed in th
text box.
LessThanOrEqualTo This will filter results that are not between the value(s) typed in th
text box.

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

4. Select the training title for which you want to view/print confirmation memos.
5. Click theSelect Trainindgutton. Names ohomineesand their statuse$or the selected training
appear in the grid below.
e To view a memo for a ssdted individual nominee, click on the name of the nominee
and then click thé’review Selectedbutton.
e To view memos for all listed nominee$ick thePreview Allbutton.

STARS Technical Support: (800}3R10 Email: starssupport@bszihs.org
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OTDA Training

The OTDA Training menu alloyaito add local course offerings; saffuleand editlocal training
events; edit local training events; regist®if DA staffor local training events; and view local training
announcements.

Home | Contractor Training [{Q):RI& TN Data Maintenance ‘ Reports 1 Logout

OTDA Training

U sing the links below, you can add your internal local courses; schedule and edit your local training events; register
OTDA staff for local training events; and view your local training announcements.

* Manage Courses
Here you can create and edit your catalog of local courses.

* Manage Trainings

= Schedule a training
Here you can enter your local training events.

= Edit a training
Here you can edit your local training events.

= Register participants for a training
Here you can register OTDA staff for your local training events.

= Update registrations for a training
Here you can update registrations of OTDA staff for your local training events.

Contact Us  ©2007 CDHS/Research Foundation of SUNY/BSC

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

The Manage Courses link is used to set up and maintain a listing of local coussbicFotrainings are
scheduled.

Accesghe Manage Courses screen

From the OTDA Training menlick theManage Courseknk.
The Manage Courses screappears Fromthis screen, you may add, edit; delete information about
local coursesThe course ames are sorted alphabetically.

{= OTDA Web Application - Windows Internet Explorer
G@, L4 ‘EJ https: //<tars bsc-cdhs.org/OTDA manage courses

File Edit View Favorites Tools Help

x Google l v Ch '| % Bookmarks ~  “% Check + 33 Translate ~ T | Autoril ~ > €+ (Signln -

SPsearch - D~ @ -
clicn Gal

Sites v €| Free Hotmail & \We

i Favarites | s @5
IgOTDA Web Application ‘_ﬁ‘ ﬁ}i * B [ p=n ~ Page~ Safety~ Tools~ @v i

Slice Gallery v

Home | Contractor Training (KeJI):WIETT0] ‘ Data Maintenance ‘ Reports ‘ Logout

Manage Courses

Course Name
[¥]
0 Tolerance Class
1:1 DA T Trainee Sessions (PC 4)
1:1 Medical Consultant Training (PC4)
1:1 Training Analyst (PC4)

538 refresher training for physicians PC1

ACP for Medical Consultants (PC4) 2006

ACP Training for MD's & Systems 8-15-06 (PC-5)
ACPS Case Notes (PC3)

ACPS Intro for Medical Staff (PC3)

Adapting to Change and Uncertainty (PC4)

c[1]234.5678 910 [))]
| Pagesize:|10 ~ 411 items in 42 pages

| Add| | Edit| | Delete|

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

I elnternet 3~ #H100% ~ -

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Add a local coursdrom the Manage Courses screen

1. Verify whether the course is already included in the course listing. Enter the course name in the
text box, dick the ¥ symbol to the right of the text boxand selectContainsfrom the filter

drop-down.
2. If the course is not listedJick the Add button. The new courséorm appeasto the right of the

grid.

Home | Contractor Training RQDZRIETNTE Data Maintenance ’ Reports ’ Logout

Manage Courses

|New Course

Course Name o

i)

I3 Ki

Course Description

Prerequisites

Target Population -
4] T||_‘_| S P S S S RS e < e [ @lEl Pegesize Course Type | (Select one) Y.
411 ijte Course Content | (Select one) v

| Savek | Cancel|

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

3. Fill'in the form, making sure to use the drdpwn fields where applicable

4. When the form is complete, click tf&avebutton. A popup message indicagthat a new
course has been successfully added in the system.

5. Click theOKbutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Edit a local coursdrom the Manage Courses screen

1. Inthe Course Namixt box,enter part of the name of the course you want to edit.
2. Qick the ¥ symbol to the right of the text boat the top of the column.
3. Selectthe StartsWithfilter. The training information table updates to show only the results that

match the filter criteria you entered.
4. Select the namef the courseyou want to edit.
5. Click theEditbutton. The Update Course form appears to the right of the grid.

Home | Contractor Training ‘ [V eic L Data Maintenance | Reports ‘ Logout

Manage Courses

Jame . ' |update Course

v s

Course Name [0 Tolerance N
Class

Course Description [SS& |;

Prerequisites None
Target Population DDD Staff ~

Course Type |Training 2
Course Content | Disability Determination

| Update| | Cancel|

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

6. Make changes as needed.
7. Click theUpdatebutton to save changes. liessage appears, alerting you that the local course
has been successfully upddte the system. Click th@Kbutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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Delete a local coursdrom the Manage Courses screen

1. Locate the course you want to delete. Enpart ofthe course name in the text boglick the ¥
symbol to the right of the text box, and sel&tartsWithfrom the filter dropdown.

2. Select the course name you want to delete.
Click theDeletebutton. You will be prompted on whethgou are sure you want to delete this

w

course.

Home | Contractor Training ‘ OTDA Training [WEER LETIENETTES ‘ Reports ! Logout

Manage Courses

"~|0 Tolerance Class

Are you sure you want to delete this Course?

]

) 3
\ ™

| Delete{ | Cancel|

4. Click theDeletebutton to continue.A popup message indicates that the local course has been

successfullgeletedin the system.
5. Click theOKbutton.

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

Sheduk alocaltraining

1. Inthe STARS Menu, click t8d DA Trainingab.
2. Qick theSchedule a trainindink.

Home | Contractor Training [ QDVWIETWE Data Maintenance | Reports | Logout

Schedule Training

ere you can schedule a training event by entering all required information, or by modeling the new training after
H an existing training event, where you need to change only a few parameters, mainly the training start and end
date.

* Schedule a new Training

* Model a new Training based on an existing Training

oS —— :

W TER PN OTDA Traiming Wi Masonance  Reports | L

Schedule a local training

You may want to use the Course Type and/or Course Content to narraw down the st of Coursas, Then, selact the
course for which you want to schedule a training.

| Filter c«uses(opuonai)i

Course Type: | (All Course Types) .

Cowse Content: | (All Course Contert) -

~|Setect a to schedule Training

Local Course: | (S*cn(omu] -

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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4. If you want to filter by Course Type and/or Course Content, select theedegption(s) from the
corresponding drogdown(s).

Usingthe Local Course dregoown, select the course for which you want to schedule training
Click theSchedule Trainingutton.

r|Dates & Times ' —‘Huurs & Sessiunsl

oo

Start Date [ Mo. of Hours
End Date [EH Mo. of Sessions
Start Time ©
End Time (0] —

| Training Site Trainer Name Select

Alan Carlson

Choose a training site | (Select a training site]™
Training Site Details Amit Sharma

Andrew Denardis
Carol Rosney

Cynthia Abel

Debra Goyer

|Additional Information

Gayle Hull
Additional information regarding the Training.
James Ernst

Jeffery Jensen

John Mcgovern

(1|2 3 Page1 of 3, items 1 to 10 of 21.

| Save| | Cancel|

7. Enter the scheduling information.
a. Select the Start Date and End Daténgshe popup calendars.
b. Select the Start Time and End Time using theygogime pickers.
c. Select the training site using the corresponding ddapvn.
d. Type any additional information in the corresponding text box.
e. Type the number of hours and sessionghi& corresponding text boxes.
f. Select the trainer(s) using the corresponding check boxes.
8. Click theSavebutton. A message alerts you that the training has been saved.
9. Click theOKbutton.

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



STARS OTDA for Training Coordinat| 30

Model a new trainirg based on an existing training

1. Inthe STARMenu, click theOTDA Trainingab.
2. Click theSchedule a trainingink.

Home ’ Contractor Training ‘ OTDA Training (RFEERLETHIEE e ‘ Reports ‘ Logout

Schedule Training

ere you can schedule a training event by entering all required information, or by modeling the new training after
H an existing training event, where you need to change only a few parameters, mainly the training start and end
date.

¢ Schedule a new Training

* Model a new Training based on an existing Training

ContactUs  ©2007 COHS/Research Foundation of SUNY/BSC

3. Click theModel a new Training based on an existing Trainlimk. The Select Course screen
appears.

Home | Contractor Training ‘ OTDA Training |eEiER L ETHIELE T ‘ Reports J Logout

Model Local Training
Select Course

Select a Course to view Trainings associated with it

(Select a Course) v

| View Trainings |

Contact Us  ©2007 CDHS/Research Foundation of SUNY/BSC

4. Using the corresponding dregiown, select a course to view trainings asstadawith it.
5. Click theView Trainingsutton.

STARS Technical Support: (800}3A1) Email: starssupport@bsuahs.org
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|0 Tolerance Class

Start Date l End Date , Start Time Site Name
[¥] [¥] ]
09/29/2009 09/29/2009 09:00 AM CDHS - Albany
09/24/2009 09/24/2009 09:00 AM CDHS - Albany
06/02/2008 06/03/2009 01:30 PM Cayuga County DSS
05/13/2009 05/14/2009 09:00 AM Cattaraugus County DSS
05/23/2006 05/23/2006 09:30 AM OTDA - 9th Floor, Room B (Computer Lab)
04/10/2006 04/10/2006 09:30 AM OTDA - 9th Floor, Room A
09/08/2005 11/22/2005 09:00 AM Ellicott Square Bldg - Buffalo

I Medel Training |

| Done Modeling

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

N o

Select the training you want to model.
Click theModel Trainingbutton. A message appears alerting you that the training deteilse
655y FTALf SR

pAGK GKS SEOSLIiA2Yy 2F GKS GNIAYyAy3d

Message from webpage

' E The chosen Training's details have been Filed For your comvenience, The Training start & end dates have been left blank, Please make sure you select a different stark & end date,

8. Scroll down to view the training details.

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org
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Model new local Training: 0 Tolerance Class

—|Dates & Times " ~|Hours & Sessions

MNo. of Hours (7.00

Start Date
End Date

Start Time 9:00 AM
End Time 3:00 PM

| Training Site Trainer Name Select

Alan Carlson

No. of Sessions 2

COEH

|Awvailable TrainersI

Choose a training site
CDHS - Albany M Amit Sharma
Training Site Details

Address - 3 Marcus Blvd. Andrew Denardis v
City - Albany

Zip - 122051129 Carol Rosney ¥
Phone - 518

Fax - 518 Cynthia Abel

Contact - Carol Clayton
Debra Goyer

r|Additional Information Gayle Hull

Additional information regarding the Training. James Ernst

leffery Jensen

lohn Mcgovern

(1]2 3 Page 1 of 3, items 1 to 10 of 21.

| Save|| Cancell

9. Select the Start Date and End Date using the-yogalendars.

10. Click theSavebutton. A popup message appears alerting you that the new training has been
successfully entered in the system. Click @t€button.

11. Click theDone Modelingbutton.

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

1. Inthe STARS Menu, click @@ DA Trainingab.
2. dick theEdita traininglink.

Home ‘ (i mo @i Ml OTDA Training ‘ Data Maintenance | Reports ‘ Logout

Edit Local Training

Select Course

Select a Course to view Trainings associated with it

(Select a Course) v

| View Trainings l

Contact Us ©2007 CDHS/Research Foundation of SUNY/8SC

3. Using the corresponding dregiown, select the course for which you want to edit a training.
4. Click theView Trainingsbutton. The results display in the lower portion of the screen.

—‘l] Tolerance Class‘

Start Date ‘ End Date ‘ Start Time Site Name
09/29,/2009 09,/29,/2009 09:00 AM CDHS - Albany
09/28/2009 09/28/2009 09:00 AM CDHS - Albany
09/24,/2009 09,/24,/2009 09:00 AM CDHS - Albany
06,/02/2009 06,/03/2009 01:30 PM Cayuga County D55
05/13,/2009 05/14,2009 09:00 AM Cattaraugus County D55
05/23/2008 05/23/2006 09:30 AM OTDA - 9th Floor, Room B (Computer Lab)
04,10,2008 04,10/2006 09:30 AM OTDA - 9th Floor, Room A
09/08/2005 11/22/2005 09:00 AM Ellicott Square Bldg - Buffalo
| EditTraining| | DeleteTraining| | Done Editing|

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

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

e Start Date
e End Date
e 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 ight 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 bo
Contains This will filter results that contain the value typective 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 tygadhe 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.
GreaterThanOrEquall This will filter results greater than or equal teet value typed in the
text box.
LessThanOrEqualTo This will filter results that are not between the value(s) typed in th
text box.

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

STARS Technical Support: (800}3R10 Email: starssupport@bszihs.org
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|0 Tolerance Class‘

Start Date End Date Start Time Site Mame
9/29/2009 |7 | (7] [v]
09,/29,/2000 00/29,/2000 09:00 AN CDHS - Albany

NOo

| EditTraining| | DeleteTrainingl | Done Editing

Select tke training you want to edit.
Click theEdit Trainingoutton.

Edit the chosen Training: 0 Tolerance Class

—|Hours & Sessions

r|Dates & Times

Start Date 9/29/2009 | [ No. of Hours 7.00
End Date 9/29/2009 | [E No. of Sessions 2
Start Time 9:00 AM [0}
End Time 3:00 PM (0] —|Available Trainers
|Training Site Trainer Mame Select
o . Abel, Cynthia (]
Choose a training site v
CDHS - Albany - Abramowitz, Naomi [
Training Site Details
Address - 3 Marcus Blvd, Agars, Joseph a
City - Albany
Zip - 122051129 Anton, Rhonda O
Phone - 518
Fax - 518 Baker, Milton [}
Contact - Carol Clayten
Brocato, Lucille [}
r|Additional Informationl Carlson. Alan [l
Additional information regarding the Training. Denardis, Andrew
Ernst, James ]
Goyer, Debra ]
(12 3 Pagel of 3, items 1 to 10 of 21.

| UpdateTrainingH 'Cancel|

8. Make changes as needed.
9. Click theUpdate Trainingoutton. A popup message indicates that the training has been updated.
10. Click theOKbutton.

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

1. Inthe STARS Menu, click t8d DA Trainingab.
2. Click theRegister participants for a trainingnk.

Home | Contractor Training ‘ (D7 e Data Maintenance | Reports ‘ Logout

Register Participants for Training
Select Course

(Select a Coursg) .

| Show Trainings|

Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

3. Select the course for which you want to register participants using the-doom.
4. Click theShow Trainingdutton. The results display in the lower parh of the screen.

Fraiinas
Start Date End Date Start Time End Time
09/29/2009 09/29/2009 09:00 AM 03:00 PM
09/28/2009 09/28/2009 09:00 AM 03:00 PM
09,24,/2000 09,/24,/2000 09:00 AM 04:00 PM
06,/02/2000 0&,/03,/2000 01:30 PM 02:30 PM
05/13/2009 05/14/2009 09:00 AM 03:00 PM
12/05/2006 12/05/2006 01:00 PM 04:00 PM
05/23/2006 05/23/2006 09:30 AM 11:30 AM
04/10/2006 04/10/2006 09:30 AM 11:30 AM
09,/08,/2005 11,/22/2005 09:00 AM 05:00 PM
| Nominatel | Done Nominations|

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:

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

Toselect 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 dhe 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.
| Trainings
Start Date End Date Start Time End Time
o008 || [r]
09/29,/2009 09/29,/2008 0%:00 AM 03:00 PM
Nominate| | Done Mominations

6. Select the training dates for which you want to register participants.
7. Click theNominate button. A listing of active staff appears in the information tabédow,
sorted alphabetically by last name.

—|Available Participantsi
Last Name First Name Userld Meoming
g ] ]
Abramowitz Maomi 274150
Abrams Deborah 470042
Adams Kenneth 463083
Agars Joseph 226522
Aiello-Howe Bella 718331
Aldrich David 130850
Alpert James 873160
Altmansberger Richard 519586
Alvaranga Elaine 125534
Anderson Beryl 582580
(4] [<][1]23 45678910 .[|N Pagesze10 ~ 1013 items in 102 pages
| Savel’\lomineesl | Cance||
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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 assocateith the following fields:
a. Last Name
b. First Name
Cc. UserlID

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.

r|Available Participantsl
Last Name First Mame Userld MNomina
andersocn |‘u’| |V| |V|
Anderson Beryl 582580
Anderson Carl 581030
| Save Neminees| | Cancel|

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

10. Click theSaveNomineesbutton. A popup message indicates that the nominees you selected
have been successfully saved.

11. Click theOKbutton.

12. When you are finished locating and registeringfShames, lick theDone Nominationgoutton.

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



Updateregistrationsfor a local training

1. Inthe STARS Menu, click @@ DA Trainingab.
2. Click theUpdateregistrationsfor a traininglink.

Update Registration Information

|Se|ect a local Course]

(Select a Coursg) v

| View Trainings |

Home | Contractor Training ‘ (D7 eic L Data Maintenance | Reports ‘ Logout
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3. Select the course for which you wantupdateregistrantsusing the dropdown.
4. Click theView Trainingsbutton. The results display in the lower portion of the screen.

|Select a Training

Start Date ‘ End Date | Start Time ‘ Site
09,/29,09 09/29/09 09:00 AM CDHS - Albany
09/28,09 09/28/09 09:00 &AM CDHS - Albany
09/24/09 09/24/09 09:00 AM CDHS - Albany
06/02/09 06/03/09 01:30 PM Cayuga County D55
05/13/09 05/14/09 09:00 AM Cattaraugus County DSS
05,/23/06 05/23/06 09:30 AM OTDA - 9th Floor, Room B (Computer Lab)
04/10,/08 04,/10/06 09:30 &AM OTDA - 9th Floor, Room A
09/08/05 11/22/05 09:00 AM Ellicott Square Bldg - Buffalo
View Nominees| | Done|

5. Locate the training dates for which you wantupdate registrantsWhen multiple sets of dates
are listed, you can search for trainings quialdjng the filters associated with the following date

fields:

STARS Technical Support: (800}3A1)

Email: starssupport@bsuahs.org



STARS OTDA for Training Coordinat| 40

e Start Date
e 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.

r|Select a Training

Start Date ‘ End Date Start Time Site
s |v] = ] =
09,/29/09 09,/29/09 09:00 AM CDHS - Albany

| View Nominees| | Done|

6. Select the training dates for which you wantupdateregistrants

7. Click theview Nomineeghutton. A listing ofnomineesappears in the information table below,

sorted alphabetically by last name.

—‘Update Training Registratiuni

Last Name First Mame ::‘::::d Fail Incomplete
7] 7]
Acosta Georgina 2 v Edi
Aduroja Ayodele 2 Edi
Agro Salvatore 2 Edi
Anderson Beryl 2 Edi
| Delete Participant | | Done|

8. Locate theregistration record you want to updaté&'as can search for theegistrationrecord
quickly using filters associated with the following fields:

a. Last Name

b. First Name
c. UserlID

STARS Technical Support: (800}3A1)
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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 chathe filter criteria you
entered.

r|Update Training Registration‘

Last Name First Name Sessions Fail Incomplete

Attended
acosta Izl ‘zl

Acosta Georgina 2 i Edil

| DeleteParticipantH Donel

9. Click theEditlinkin the row which contains the name of thegistrant you want to update

—|Acosta, Georgina

Trainee Mame Acosta, Georgina
Sessions Attended

Fail

Incomplete ¥

| Save|| Cancel|

10. Make changes as necessary:
a. Use the corresponding dregiown to update the Sessions Attended.
b. Use the corresponding chebloxes to indicate Fail and Incomplete.
11. Click theSavebutton.
12. Aick theDonebutton.
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Data Maintenance

TheData Maintenance menu allows youraintain basic STARS data, including personnel, local training
sites, job titles, job units, and agencgtdils.

Home | Contractor Training | OTDA Training ’ Data Maintenance ‘ Reports J Logout

Data Maintenance Menu

Using the links below, you can maintain your STARS basic data files, including personnel, local training sites, job titles, job
units, and agency details.

* Personnel
Here you can enter or edit your OTDA staff information , such as, name, e-mail address, active status, job title, job
unit, job type, hire date, and functional area.

¢ Local training Sites
Here you can enter or edit your local training sites.

* Job Titles
Here you can enter or edit your staff job titles.

* Job Units
Here you can enter or edit your staff job units.

* Agency Details
Here you can enter or edit your agency information, such as its address and contact information. The Primary Contact
field is used to designate the training coordinator, or person responsible for receiving email training announcements and
confirmation memos. This person must have a valid email address entered in the personnel profile.

Contact Us  ©2007 CDHS/Research Foundation of SUNY/BSC
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Personnel

The Personnel link allows you to edit personnel information, such as namail @ddress, active status,
job title, job unit, job type, hire date, and functional area.

Edit a personnel record

1. Inthe STARS Menu, click thata Mantenancetab.
2. Click thePersonnelink.

Personnel Maintenance
First Name Last Name | Active | UserlD
B ] )
Rosa Abdullah = 015631
Cynthia Abel | 235670
Naomi Abramowitz ™ 274190
Deborah Abrams 7] 470042
Georgina Acosta (v 635482
Kenneth Adams ] 463083
Patricia Adams [l
Ayodele Aduroja il 610260
Joseph Agars ] 226522
Prudencio Agostini Jr [l 610482
[1¢] |Z||E| 2345678910 > Pagesize:10 ~ 1425 items in 143 pages
|_Edit Employee
Contact Us ©2007 CDHS/Research Foundation of SUNY/BSC

3. Search for an existing staff record in STARS:
a. Type the last name in thieast Namdext box.
b. Click the ¥ symbolto the right of the text box.
c. Select the type of filter to uskom the dropdown, 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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First Name | Last Name

’ Active | UserlD

E‘ badger ‘Z}

Karen Badger

@ 778520

2

‘ Edit Employee

Contact Us  ©2007 CDHS/Research Foundation of SUNY/BSC

4. Selecthe name inside of the grid.

5. Click theEdit Employeéoutton.

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. Clickthe Savebutton to save changes, or Cancelf no changes were made.

9. If changes were made, verify the information in the next screen and then cliddptate

button. A message appears, alerting you that the personnel information was successfully

updated.
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Local Training Sés

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. Inthe STARS Manclick theData Maintenanceab.
2. Click thelLocal Training Sitelink.

Local Training Sites
[v] [¥] [¥] [v]
Broome County DSS 36-42 Main Street Virtual Classroom All Edit
Cattaraugus County DSS 1701 Lincoln Ave., 5t 6010 Olean Cattaragus Edit
Cayuga County DSS 160 Genesee St. Auburn Cayuga Edit
CDHS - Albany 3 Marcus Blvd. Albany Albany Edit
Century House - Latham Route 9 Latham Albany Edit
Chautauqua County DSS H R Clothier Bldg. Mayville Chautauqua Edit
Chemung County DSS 425-447 Pennsylvania Ave, Elmira Chemung Edit
Chenango County DSS. County Office Bldg, Norwich Chenango Edit
Clinton County DSS 13 Durkee St. Plattsburgh Clinton Edit
Columbia County DSS 25 Railroad Ave. PO 458 Hudson Columbia Edit
[14] EIE]z 3456789 10 .. > [ Pagesize: 10 ~ 101 items in 11 pages
| Add New Training Site| | Delete Training Site
ContactUs  ©2007 CDHS/Research Foundation of SUNY/BSC

3. Click theAdd New Training Sitbutton.
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Add Training Site x

~|Add Training Site

Name

Address

I KN

County | {Select a County) -
City | (Select a City) -

ZipCode __ -
Phone { )} -
Phone Ext
Fax (_)_-__
Contact Wame
Directions

| Save | | Cancel

4. Enter the training site information.
5. Click theSavebutton.
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Edit a local training site

1. Inthe STARS Menu, click thata Maintenancedab.
2. Click theLocal Training Sitelnk.

Local Training Sites

Name | Address | City | County |
] [¥] 5] =]
Broome County DSS 36-42 Main Street Virtual Classroom All Edit
Cattaraugus County DSS 1701 Lincoln Ave., S5t 6010 Olean Cattaragus Edit
Cayuga County DSS 160 Genesee St Auburn Cayuga Edit
CDHS - Albany 3 Marcus Blvd. Albany Albany Edit
Century House - Latham Route 9 Latham Albany Edit
Chautauqua County DSS H R Clothier Bldg. Mayville Chautauqua Edit
Chemung County DSS 425-447 Pennsylvania Ave, Elmira Chemung Edit
Chenango County DSS. County Office Bldg, Norwich Chenango Edit
Clinton County DSS 13 Durkee St. Plattsburgh Clinton Edit
Columbia County DSS 25 Railroad Ave. PO 458 Hudson Columbia Edit
[1e] II||T] 2345678910 [r| [ Pagesize10 ~ 101 items in 11 pages
i Add New Training Site| | Delete Training Sitel
Contact Us  ©2007 CDHS/Research Foundation of SUNY/BSC

3. Search for the training site in STARS:
a. Type the training site name in tikametext box.
b. Click the ¥ symbolto the right of the text box.
c. Select the type of filter to usiom the dropdown, 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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Home | Contractor Training | OTDA Training ([[RRGELETICHELE-S Reports | Logout

Local Training Sites
otda - 10th Fi | [¥] } [ [+l
OTDA - 10th Floor 40 North Pearl Street Albany Albany Edit

| Add New Training S'rte] I Delete Training Site]

4. Select he training site and click theditlink.

[£] Edit training Site %
—|Edit Site Details

Name |0TDR - 10th Floor -

Address |40 North Pearl
Street

County |Alban}r - |
City |Alban}r - |

Zip Code 12243-_
Phone |(518)_ -
Phone Ext |
Fax (565)656-5656
Contact Name
Directions -

| Update | | Cancel |
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5. Make changes as needed.
6. Clickthe Updatebutton to save changesor Cancelf 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 assigtafd tecords.
Add a job title

1. Inthe STARS Menu, click thata Maintenanceaab.
2. Click theJob Titledink.

3. Verify the job title does not already exist:
a) Type the title in the text box.
b) Click the ¥ symbolto the right of the text box.
c) Select the type of filter to uskom the dropdown, for example, Contains.
d) The job title information table updates to show only theuks that match the filter
criteria you entered.
4. If the job title is not part of the job title listing, click teld new Titlebutton.

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







































