
How to Add New Keywords and How to Associate Them 
to Programs or Items 

 
• How To Add New keywords 
 
(1) Go to Enterprise Learning> Catalog> Maintain Keywords.  
 

       First, click Search button, you will see the following page: 
 

 
 
 
(2) Click on “All Keywords” link (or any other one Keyword Type that you want to add 

keyword to). You will see the following page: 

 



………………………………………………. 

 
 

 
(3) You can add as many keywords as you want on this page by clicking the “+” icon on the 

last row. After clicking on “+” icon you will see a blank row in the end.  

 
 
(4) Type in the “New Keyword” (your keyword name) in the blank field. Then click “Save” 

button. Repeat (3) (4) to add more keywords. 

 
 
(5) Don’t forget to “Save” the page after you finished adding keywords. You could also delete 

a keyword by clicking the “-“ icon if you are sure it has not been used by any programs or 
items.  It is NOT recommended for an administrator to delete a keyword in STARS, it will 
cause the system error if that keyword has been associated to programs or items. 

 
 

 



• How to Associate Your Keywords to Programs or Items  
 
Associate keywords to a Program: 
 
1. Open the program, go to Attributes tab.  
2. Click on  Add Keywords link, you will see a blank row in the Keywords grid. 
3. Type in “All Keywords” in *Keyword Type field, then tab out from the field. 
4. Search for a keyword by clicking on the Magnifying Glass on the right of Keyword field, it 
will return all keywords from that Keyword Type. 
5. Select the one you want to associate to the program, you will come back to the Attributes 
page and the selected keyword will be populated in the Keyword field.  
6. Click on “Save” button. 
 
Repeat the same steps from 2 to 6 to associate more keywords to your program. 

 
 



Associate keywords to an Item: 
 
1. Open the item, go to Attributes tab.  
2. Click on  Add Keywords link, you will see a blank row in the Keywords grid. 
3. Type in “All Keywords” in *Keyword Type field, then tab out from the field. 
4. Search for a keyword by clicking on the Magnifying Glass on the right of Keyword field, it 
will return all keywords from that Keyword Type. 
5. Select the one you want to associate to the item, you will come back to the Attributes page 
and the selected keyword will be populated in the Keyword field.  
6. Click on “Save” button. 
 
Repeat the same steps from 2 to 6 to associate more keywords to your item. 

 

 
 
Note: If you get the error message “can not change current history…”  please click on the  
Correct History link down below on the page, then you will be able to update the data on this 
page. If you don’t see the Correct History link enabled for you, please file a HelpSU ticket. 
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