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Verifying the Personnel Information in STARS 
 

A staff person must be entered in STARS with a valid Email and User ID (LDAP account) 

before he/she can be registered for CONNECTIONS Transformation training.  

 

Step 1: Verify that a staff record has been entered into STARS: 

 

1. In the STARS Main Menu, select the Personnel Maintenance option from the tabs 

across the top of the page.  

 

 
 

2. In the Last Name Search field, enter at least the first two letters of the person’s last 

name and click the Go button. If matching personnel records are found, the grid will fill 

with staff whose last name begins with the letters you entered, as illustrated in the 

following example: 
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 If no matching personnel records are found, a message will indicate this: 
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 To add a staff record, click the Add button, choose the agency for the person, submit this 

information, fill in the personnel form, and then click the Submit button. 

 

Step 2: Verify that a valid Email and User ID are part of the existing staff record: 

 

1. Locate the personnel record by performing steps 1-2 outlined in the previous section. 

 

2. Highlight the name of the staff person and click the Edit button. The personnel form 

appears. The Email field is located below the Gender field. The User ID (LDAP 

account) field is located at the bottom of the form. Both fields must be entered in order to 

register the staff person for CONNECTIONS Transformation training. The Email and 

User ID fields are illustrated in the following example: 
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3. Verify the accuracy of the Email and User ID (LDAP account). If these fields are left 

blank, you will not be able to register the person for CONNECTIONS Transformation 

training.  

 

4. Be sure to click the Submit button when updating information in the personnel profile. 
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Registering Staff for CONNECTIONS Transformation Training 
 

1. In the STARS Main Menu, select the Training Registration option from the tabs across 

the top of the page. Filters appear which are used to narrow the search results.  

 

2. Apply the following filters:  

 

 Date Range: The default date range selection is from today to one month ahead. Use 

the drop-down calendar control to extend the “To” date to 12/31/2011. 

 

 Training Provider: All Providers are selected by default. Use the Training Provider 

drop-down to select SUNY Albany – PDP.   

 

 Course Content: All Content is selected by default. Use the Course Content drop-

down to select Systems Connections.  

 

 Training Type: All Training Types are selected by default.     

 

 Region: The region in which your agency resides is selected by default.  

 

To illustrate: 
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3. Click the List Trainings button. Trainings are sorted by start date and then by training 

title, as illustrated in the following example: 

 

 
 

4. Select the training title for which you want to register staff. To illustrate:  
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5. Click the Register Trainees button. If training is multi-part, a message will indicate all 

parts for which the nominee will be registered. Also, if your agency is a group agency 

and one or more agencies in your group do not meet the target population criteria for 

training, a message will indicate which agencies can register staff. 

 

6. Enter at least the first two letters of the person’s last name and then click the Search 

button. The grid will fill with staff whose last name begins with the letters you entered. 

Note: Leaving the search field blank returns the names of all active staff. 

 

 
 

7. Click the Register check box in the row which contains the name of the person(s) you 

want to register.  

 

8. Click the Continue Registering button if you want to continue registering staff and 

repeat the last two steps. When you are finished selecting names, click the Finished 

Registering button. 

 

 Should you have any questions or concerns regarding the above STARS procedures, please 

feel free to contact STARS Technical Support at 1-800-413-3210 or E-mail: 

StarsSupport@bsc-cdhs.org.  

 

 If you are unable to login to TrainingSpace or are experiencing issues with accessing the 

course online, please refer to the Help section that is part of the TrainingSpace website at 

http://www.trainingspace.org.  

mailto:StarsSupport@bsc-cdhs.org
http://www.trainingspace.org/

