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Entering Member Data - Manual Entries
This guide provides a step-by-step process for manually entering a new employee
into the system, ensuring accuracy and efficiency. It simplifies the onboarding
process by breaking down each action required, making it accessible even for those
unfamiliar with the system. By following this guide, users can streamline their
workflow and reduce errors, ultimately enhancing the overall member management
experience.

1 Enter Username and password to log into STARS.

2 There are two methods to manually enter new members into STARS from the
homepage. Members can be entered through the Process a New Hire link in the
Quick Links section on the center of the page or through the Roster tab on the
left-hand navigation bar. Steps 3-22 will use the Process a New Hire method as
an example. Steps 23-27 will use the Roster tab to enter members.
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3 The Process a New Hire tool will provide a quick view of the member roster
before the “Wizard,” which is a six-step guide, opens.

4 Employer users must first enter the new member’s Social Security number (Step 1
of the Wizard) and click next. Employer users must enter information into any
field marked with an asterisk (*).
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5 Employer users must enter the new member’s first and last names, date of birth
and gender (Step 2 of the Wizard) and click next.

6 Employer users must use the Address Type drop-down menu to select either
Mailing or Physical address. Enter the address of the new member (Step 3 of the
Wizard). After entering an address, employers can enter the zip code to auto-fill
fields for city, county and state.
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7 With all of the fields completed, users must click next to continue.
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8 Employer users will reach the Verify Address Information page, which allows
users to confirm the accuracy of a new member's address and provides U.S Postal
Services formatting standards. For this example, PSPRS will use the updated
address by selecting the radio button, and clicking the Use Selected Address
button at the bottom of the screen.

Tip! PSPRS recommends that employers use the USPS provided address. This tool
helps employers and PSPRS maintain accurate records.
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9 The USPS address will update automatically. Review, then click next to move to
the next step in the wizard.

10 Employer users must also provide Contact Preferences for members (Step 4 in
the Wizard). The options are phone, email and fax.



Made with Scribe - https://scribehow.com 7

11 Employer users must enter a member’s phone number and email address.

Tip! PSPRS recommends that employers enter members' personal email
addresses. This allows PSPRS to maintain accurate email lists to contact members
with important communications.
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12 Click next to continue the process of adding a new member.

13 Employers must use the Enrollment Details feature when entering new
members (Step 5 of the Wizard). PSPRS employers should leave the Position field
unchanged but use the calendar tool to enter a Hire Date for new members. The
Tier and Election Type fields will automatically populate when entering existing
members, such as members transferring from other employers, allowing the
employer to quickly determine a member’s tier and benefit type.
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Tip! Corrections and elected officials employers must use the Position drop-down
menu (above Hire Date) to select a position for the member. This information is
needed to continue the process of entering new members into STARS.

14 Position options will be available in a drop down and are required for CORP/EORP
members.

15 Click next to continue entering a new member.
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16 Employer users must review and confirm the accuracy of member information
through the Confirmation process (Step 6 in the Wizard).

17 Click Confirm to continue.
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18 Users will receive a message in the prominent green text box confirming the
member has been successfully enrolled.

19 Employer users can also use the Roster tab to verify that the member was
successfully enrolled. From the Roster page, click on the Filter option, which
resembles a funnel, in the upper right corner.
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20 The Filter option allows employers to search by first name or last name. Enter the
member’s name and press enter on your keyboard.

21 The member’s name will appear to indicate that the employer user successfully
entered the member.
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22 The following steps are for entering a new member using the Roster tab in the
navigation pane.

23 Click on the Roster tab in the left navigation pane.
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24 A view of the employer roster will appear.

25 Click on the Add New Employee bar in the upper right corner.
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26 The enrollment Wizard should appear. Return to Step 4 and continue with
entering the new member’s information.
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