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Entering Member Data - Importing Files
This guide provides a step-by-step process for importing demographic files to add
public safety, corrections, and elected officials plan members or change member
statuses to an employer’s roster in STARS. By following these instructions, users can
streamline data import tasks to ensure accuracy and compliance with system
requirements and ultimately enhance the overall employee management experience.

1 From the Home page, employer users must start the demographic import process
by clicking the Imports tab in the left navigation pane.
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2 Once clicked, the Imports tab opens and the page appears as follows. Click Add
Import on the right side of the screen to start the demographic file importing
process.

3 Users must complete all required fields, starting with the type of file
(Demographic) that will be imported. Users must also upload a file through the
Browse function and add a Description of the file.
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4 Users will select Demographic Import to upload files that update their member
data.

5 Click Browse to upload the employer file.
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6 Use the Description field to name and describe the file to be imported. Employers
can use their discretion on descriptions and can include dates, types of member
status updates or other information. Click next after entering a description and
then confirm to submit the file.

7 Users will receive two messages in prominent green text boxes confirming the
file has been submitted and validated.
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8 Processing the file is the final step through the Import tab. To do this, users click
the three-dot menu to the left side under Actions.

9 Click Process from the options to continue.
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10 The green Process Action Completed bar lets users know the upload was
successful.

11 File upload success can also be verified through the Roster tab, which houses
employer data on members. Click the Roster tab to do this.
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12 From within the Roster page, users must click on the Filter icon, which resembles
a funnel, to search for new or updated member contacts.

13 Employer users can use the search engine to find members through their Social
Security number, PSPRS ID or name.
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14 In this example, the member’s first name, Anne, is entered into the search engine.

15 Complete the search in the Roster tab by clicking Apply.
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16 Users will see the results of the search, confirming that the member update has
been successfully entered.

17 Also, employers entering new members results in STARS sending an email
notification to the member. An example email is below.
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