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

e How To Add New keywords

(1) Go to Enterprise Learning> Catalog> Maintain Keywords.

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

Maintain Keywords
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value {_Add a New Value

Keyword Type: beging with
Keyword Type Short Name:| pegins with
[Icase Sensitive
gearch | Clear |Elaaicaearch Eaveﬂearch(}riteria

Search Results
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All Kevyvwards  Alleywrds

HIFFPA HIFFA %

(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:

Maintain Keywords N

‘Keyword Type: Al Kewwords ‘Keyword Type Short Name: |AlIKeywrds

Customize | Find | ke First [*] 1.150 of 150 (] Last
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(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.
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| | =

R

(4) Type in the “New Keyword” (your keyword name) in the blank field. Then click “Save”
button. Repeat (3) (4) to add more keywords.

|Enrn|lment | [=]
|Finan|:e | [=]
|New Keyword | [=]

(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. Itis 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.



o How to Associate Your Keywords to Programs or Iltems

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.

{  Details | GSections | Awtribwtes ' Prerequisites | Egquivalents | Motesitttachments ' [b)

Name: Bloodborne Pathogens Certification Code:  EHS-PROG-1600
Effective Date: 0zm1zo07 Version: 1.0
CliSave [Ef Create Mew [EFClone [ Delete Previous | Mext | Return To Search Page

‘Order |Category

| 1| |Genera| Safety, Fire & Emergency Freparedness |Q

o
| 2| iReaearch&Labnratnr‘ySafenr |Q_ 1]

Add Category

‘Heyword Type Heyword
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All Keywords (@ |EH&S o |
Al Keywords @, |EHs la, |@

Add Keyward



Associate keywords to an ltem:

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.

/ Item Details ' Attributes { Delivery Method

Save |_§| Create Mew @ Delete Send Motifications  Return to Catalog ltem Search

Catalog Kem:  Bloodborne Pathogens Code:  EHS-1600

i 1| |Research & Lahoratary Safaty EO\

Category Relationships Custormize | Find | i First 4] 1af 1 [H Last
‘Display Crder Category

Catalog ltem Attributes

Add Category

Mo Catalog tem Kewwords Found

Add Keyword

Mo Catalog term Ohjectives Found

Add Dbjectives

Correct History Previous

[+ et

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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