
STARS GROUP OUTREACH REPORT: 

• Sign into STARS database: https://smpship.acl.gov/etk-hhs-acl-prod/home.do
• On home screen, you will see ‘SEARCH’
• Go to SEARCH – Group Outreach and Education – Advanced Search

o 
• Data Object: Click on Group Outreach and Education

https://smpship.acl.gov/etk-hhs-acl-prod/home.do


o  
• Data Element:  

o Start Date of Activity 
 Between (choose quarter start and finish – we only want to look at info 

by quarter since that’s what they’re getting paid for!) 
• 1st day of quarter 
• Last day of quarter 

o  
• Click Add as Column (Add) 



o  
• Click ‘Columns’ tab at top 

o  
 CHOOSE IN ORDER: 

• County of Event (move to top – to right, click ‘Up’ so this is 
above Start Date of Activity) 

• MIPPA (move to 2nd – to right, click ‘Up’ so this is above Start 
Date of Activity) 

• Title of Interaction  
• Type of Event 
• Delivery Method 
• Target Beneficiary Group 
• Intended Audience 
• Number of Attendees 
• Topics Discussed 
• OPTIONAL: SHIP Reference Number 



  
• NEXT TAB: Organizational Unit 

o Expand our list – click the + to the left of Washington SHIP 

  
o Choose which Sponsor(s) you would like to see 

 Ex) King County would include CISC and Solid Ground 
• NEXT TAB: Display Options 

o Choose how you’d like to see the information 
 HTML is easy to save as a .pdf if do not want to make any edits 
 XLSX is easy to sort and filter data  

• NEXT TAB: Properties 
o Name it! Naming convention: YY-Quarter Sponsor Acronym Group Outreach 

(Example: 24-Q4 ALTCEW Group Outreach) 
• Save Search 



o  
o Click ‘Search’ 
o Report: 

  
• You can print as a .pdf (if in HTML) 

• NOTE: Once you’ve run the search once, you can save it and use it in future quarters 
by just changing the date. 

o Back on Home Page 
 Search 
 My Saved Searches 
 Find last report 
 Edit  
 Edit Search Criteria 

• Change to new quarter dates 
 Properties – update Name 

• 2024-Q3 ALTCEW Group Outreach 
• Run new report  

 


