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  Overview 
 
 The user interface for STARS features a series of 5 dynamic panels that can be moved around 
at the user’s preference. These panels include the following: 

  -Welcome Panel 
  -My Calendar 
  -Quick Links 
  -My Open Reqs 
  -My Reqs Pending Approval 

 

 

 

1.  

This portal features a number 
of movable information panes. 
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              Panel Types 
 
 

 
 

  
 
 
 
 
 
 

To change your 
calendar view (i.e. 
days, weeks, months) 
right click in the 
calendar and choose 
‘Go to Date’ and then 
choose the view you’d 
like to display. 

To create a new 
appointment, right 
click inside the 
calendar and choose 
‘New Appointment’.  

My Calendar integrates 
with your existing 
Outlook calendar. You 
can view and create 
appointments without 
leaving STARS. 
Note:  This feature only works 

when you are using Internet 

Explorer and logged into your own 

computer using your Net ID and 

password. 

The Welcome Panel displays important messages related to the 
STARS system users.  If you minimize this panel, it will re-
appear when new announcements occur. 

2.  
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Click ‘Add’ to 
add a new 
folder, and/or a 
new link (which 
you can group in 
the folder of 
your choice). 

The Quick Links panel allows you to 
add, and group, important links you 
might use throughout your day.  

Links are there for quick access to related 
information, including the ability look up your 
Recruiter or HR Generalist.   
 
There are a few STARS links, including:  quick 
access to STARS support, adding a name to a 
STARS req drop-down list (i.e. hiring manager or 
principal investigator). 
 
Also, you’ll find a few links to forms you may 
frequently utilize, including some Background 
Check request forms. 



  QuickGuide 
 

4 
 

HR Staffing Hiring Manager Portal  
Revised 1/2012  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

My Open Reqs displays all of your current open reqs, 
along with req information (job title, req number) and a 
numerical count of candidates for each type (layoff, 
internal, external) that have applied to those reqs. 

You can hover over 
a req # to see req 
details, or click on 
the req number to 
view the entire req. 
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To view the candidate’s resume and talent 
profile, click on the candidate’s name. 

If you click on the highlighted 
number under a candidate 
type, it will open the candidate 
details in a new panel. 
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Select the various tabs 
in this section to view 
Contact Details, 
Resume, Cover Letter, 
and a summary of 
Experience/Education. 

This section enables 
you to view forms 
(such as the offer 
form), send 
communications 
(such as turndown 
letters), and view 
attachments.

Candidate Details
Contact Information 

Talent Record displays all of the candidate’s information. 
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Panel Customization 
You can configure your homepage to better suit your workflow. These customizations are 
maintained after you log out; you will not have to make the changes every time. 

 
 

Panel Controls 
Every panel has a number of controls. Four standard controls appear, depending on the 
panel. 
 

1.  Refresh:  Refreshes the information contained in the panel. 

2.  Minimize:  Minimizes the panel to a tab form at the top of the screen.  

3. Maximize:  Expand the panel to fit your entire home screen, allowing you to view 
more of the panel without having to scroll. 

4.  Close:  Removes the panel from your home screen entirely.  

Note:  Not all panels can be closed 

My Reqs Pending 
Approval includes 
all reqs that are 
pending approval 
(by you or someone 
else).  These reqs 
will appear here if 
you are on the 
requisition team. 
 
Requisition details 
(req number, title, 
supervisor, etc.) are 
also displayed in 
this panel. 

3a

3.  



  QuickGuide 
 

8 
 

HR Staffing Hiring Manager Portal  
Revised 1/2012  

 

 

Any panel that you elect to minimize will 
appear in a tab here at the top of the 
screen.  

 

 
Adding/Removing/Restoring Panels 
This feature is used to add panels that you have closed or to remove existing panels that 
you no longer want to see. You can do so by pressing the +/- button next to “Hiring 
Manager Portal” at the top. 
 

 
 
 

 
 
 

 
Resizing and Moving Panels 
Panels can be resized and reordered any way you wish. These changes are saved by 
STARS upon logout. 

 

If you would like to restore all of 
the default settings (how STARS 
looked the first time you logged 
in to the new portal), click on 
Restore Defaults. 

If you have removed a panel 
and would like to add it back 
in, you can click on Add Panel 
and it will display a list of 
panels you have removed. 

Pressing the +/- button will 
give you a number of options 
for customizing your panels. 

3c. 

3b
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To enlarge a panel, place your 
mouse at the bottom center of the 
panel (the line will turn blue and 
you’ll see the double-sided arrow).  
Drag the panel to the desired size. 

The panels are organized into 2 
columns. The column divider will 
turn blue (and a double-sided 
arrow will appear) when you hover 
in between 2 panels.  
 
This divider dictates the width of 
the panels in each column, which 
you can move by clicking the line 
and dragging to the left or right. 
 
Moving all the panels into one 
column will cause them to expand 
the width of the screen into one 
column. 
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Filter & Display Options 
Most panels have a number of filter options. Filters are maintained until cleared and can 
be saved. Under the display option, users can change the sort for the panel.  

 
 
 

                                                
 

 
 

 

To move a panel, place your 
cursor at the top of the panel. You 
will see a cross-shaped arrow. 
Click and drag the panel and drop 
it at the desired location. 

3d. 

Active filters are denoted by a 
number over the Filter menu and 
a check mark next to the filtered 
item.  
 
Choosing Clear Selections will 
remove all filters.  

 
 
 
 
 


