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STARS Account Administration System: Set-up
and Adding New Users
This is a step-by-step process for employer administrators to add and authorize staff
members to perform administrative tasks through STARS. It simplifies the often
complex task of user management, ensuring that administrators can navigate the
platform with ease. By following these clear instructions, users can save time and
reduce errors, ultimately enhancing their administrative capabilities. Viewing this
guide is essential for anyone looking to streamline their user onboarding process.

Tip!

Use of the Administration tab in the navigation pane is required to add new
users to STARS. This tab is visible only to users who have been designated as
administrators. As an administrator, you will use this tab to manage Employer
Self-Service users.

Adding and providing access for staff is a two-step process, which requires use of
the Administration and Employer Info tabs. The Employer Info tab is used to
search for and add new contacts (users) into STARS for the purpose of
communication with PSPRS, while the Administration tab is used to provide new
contacts authorization to use the employer self-service (STARS).

During the login steps, administrators and authorized users must complete the
two-factor authentication before being granted access to STARS.

1 Log into STARS and complete the two-factor authentication process.
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2 Employer administrators and authorized users will land on the Home page after
logging into STARS.

Tip! Adding or giving access to the Employer Self Service system for staff is a
two-step process.



Made with Scribe - https://scribehow.com 3

3 From the Home page, administrators can click on Administration tab.

4 The Administration tab allows administrators to view and search for current and
previously authorized users. Click on the filter icon, which resembles a funnel, to
perform this function.
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5 When clicked, the filter icon will open a table that allows administrators to search
for currently and previously authorized STARS users. There are two main filter
parameters – Status and Registration Status. Status reflects whether users
have active or inactive employer authorization to use STARS or are locked
(prevented) from using STARS. Registration Status reflects whether authorized
users have activated their STARS access granted by their employer administrator.

6    Click Employer Info tab to begin the process of adding a new user to STARS.
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7 Administrator must add the individual (staff member) as a contact before access
to the system can be granted for first-time users of STARS.

8 Search using the filter tab to ensure the staff member is not already listed as an
employer contact in STARS. Search by entering the staff member’s name in Search
by field and click Apply.
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9 Click Add Contact to add a staff member to the employer contacts.

10 The Add Contact function first requires an administrator to enter the name of the
staff member to determine whether the staff member is already listed as an
employer contact. Enter the staff member’s name and click next to begin this
process.
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11 Entering the name of a staff member who has not been a previous STARS contact
will present the Continue Adding a New Contact function. Administrators must
click the function and click next to continue.
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12 Administrators must indicate whether the staff member will serve as the
employer’s primary contact for their assigned role. This information allows
PSPRS to communicate directly with the staff member. Other contact details that
must be entered include the following:
Starting date – Administrator provides the staff member’s intended authorization
date to use STARS.
Contact role – Administrator provides the staff member’s job description/duties,
including human resources (HR), payroll, health insurance, cancer insurance and
finance director. These descriptions allow STARS to establish levels of appropriate
staff member access for security purposes. Click next to continue.
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13 Select the address type, enter the required information indicated by an asterisk.
Enter the employer zip code and the system will populate the city, state and
county.
Click next.
Verify the address and note that administrators can use the postal service
recommendation or select skip to continue.
Click next.
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14 The last requirement to establish a new contact is to enter the contact’s primary
email address. Click next to review the intended user’s contact information
and click confirm if the information is correct.

15 With the administrator’s successful addition of a staff member to the employer’s
contacts, administrators will click the Administration tab to begin the process of
giving the staff member contact authorization to use STARS.
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16 Click Add Employer User.

17 Enter individual’s first and last name. Click next.
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18 Select the name of the employee whom you would like to provide STARS access.
Click next.

19 Click Username and enter the employee’s email address.
Click next.
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20 Select the address type, enter the required information indicated by an asterisk.
Enter the employer zip code and the system will auto populate the city, state, and
county.
Click next.
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21 Administrators must enter the Contact Preference for their intended staff
member, along with a primary phone contact (employer phone number) and
email address. Please note that the cell phone field is optional and that
administrators must adjust the primary contact tab for phone numbers. Contact
preferences allow STARS to initiate the two-factor user authentication process.

Primary Email - Enter the staff member’s email address in this field and click
next.
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22 To continue, administrators must check the ESS (Employer Self Service) Login
User box.
Click next.

23 Administrators must verify that all of the provided information is correct.
Click next.
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24 Click Complete.

25 The new user will populate on the Employer Users page. The process is complete.
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