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GETTING STARTED 
 

 Once you sign into STARS, it will bring you to the Fill Out Reports screen. 
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 Next, click on “Enrollment”. 
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 Next, click on “Early Childhood Enrollment”. 
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 Choose your program from the drop down list. 
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 Once you choose your program, it will generate the Early Childhood Enrollment box to the right.  
 

 Select the correct year and click “Select”. 
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ADDING EARLY CHILDHOOD PROGRAMS 
 

 To add information regarding the early childhood programs being offered, click on “Program 
Information” under Early Childhood Enrollment on the left side bar.         
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 Next, click on “Check Out” listed below Functions on the left side bar.         
 

    



10 | P a g e  
 

 

 Click on “Add Section” listed in blue. 
 

 



11 | P a g e  
 

 

 Complete this section and click “Save”. 
 

 Click “Return to Early Childhood Program List” in blue. 
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 You will return to the Early Childhood Programs page which will list any new programs you have 
entered. 
 

 Once you’ve finished adding your program(s), remember to click “Check In” listed under 
Functions on the left side bar. 
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SEARCHING FOR STUDENTS 

 

 To search for a student choose “State Student Search” located under Tools on the side bar. 
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 Complete the section under “Student Criteria”. Enter as many criteria as possible to find the best 
match.  
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 Once you enter the student criteria, click “Search”. You will see a list of students to choose from.  
 

 If the student you are searching for is found, click on the student's state ID to add the student 
record to the enrollment report. 
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 Once you click on the Student ID, you will come to the Add New Student page.  
 

 Complete the “Enrollment” section and check any applicable boxes under “Early Childhood 
Program Details” section. 
 

 Then click “Save”. 
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ADDING NEW STUDENTS 

 
 If the student does not have a state ID, complete all information under “Student Criteria” except 

the state ID. Then click “Search”. (You must click “Search” before you can add a new student). 
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 Next, click “Add New Student” to generate a new state ID and add the new student to the 
enrollment report. 
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 This will take you to the Add New Student page. 
 

 You will see the unique identifier under the student’s name. Complete the “Enrollment” section 
and check any applicable boxes under “Early Childhood Program Details” section. 
 

 Then click “Save”. 
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 Once all students have been added, click on “Student List” under Early Childhood Enrollment on 
the left side bar. 
 

 You will see the list of all students enrolled in your program.  
 

 To make any changes/updates, click on the student’s last name. 
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 Once you click on the student’s last name, it will bring you to the Student page where you can 
make any changes/updates.  
 

 Click “Save” when finished. 
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MAKING REVISIONS TO STUDENTS SCHOOL YEAR DETAILS  

 

 If you need to make any revisions regarding the school year details for a student (i.e., a student 
leaves the program and returns at a later date), click on “Student List” under Early Childhood 
Enrollment on the left side bar. 
 

 Click on the last name of the student you need to revise. 
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 Click “Check Out” listed under Functions on the left side bar.  
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 Click on the applicable district listed under “School Year Details”. 
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 Make any necessary changes under “Enrollment” and click “Save”. 
 

 Click “Check In” listed under Functions on the left side bar. 
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 Once you’ve entered all your data and are ready to exit STARS, click on “Validate” listed under 
Functions on the left side bar. 
 

 Remember to validate at least once a month to make sure we receive the most accurate data. 
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 Once you click “Validate”, you will come to the Validation Summary page. 
 

 If you don’t have any errors, you will get the message “Validation of Early Childhood Enrollment 
succeeded”. 
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 If you have errors, you will see an X next to the name of the student along with a description of 
the error. 
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 To correct the validation errors, click on the student’s name in blue. 
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 Once you click on the student’s name, you will come to the Student page. Click on “Check Out” 
under Functions on the left side bar. 
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 Make the correction and click “Save” under Functions on the left side bar. 
 

 Click “Check In” under Functions on the left side bar. 
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 Once you correct all errors, click “Validate” again and you should receive the message 
“Validation of Early Childhood Enrollment succeeded”. 
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 To exit click “Exit Report” located on the top right corner of the screen.  
 

 


