STARS Employer Training
Entering Member Data - manually
(demographics)

STARS




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.

STARS

sername pr Phone Number or Email

Password

Sign In

Forgot Username Reset Password

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.

grf [ 0190 - BUCKEYE FIRE DEPARTMENT i Welcome R?GER | a
ARS ast Login: 11:39 am yesterday

A Home
_ How can we help you today? @ News

&ah Roster

Process aiNew No News currently to display.

Add a member to roster

@ Policies “% Hire
Make a
B Work izt B Make payments te open invoices
Payment
B Payments
- Employees Roster, new hires, terminations, etc.

$§ Transactions
e User Profile Update passward, security questions or user name

B Administration

B Employer Info Important Links

B Imports

Nationwide plan sponsor homepage for DC contribution remittance and payment

M Reports
Member forms and resource documents

B Documents
Employer forms and resource documents

B Sessions
Census Report

A Secure Message

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 (¥*).

—
New Hire X

o 2] o (-] © (o]

Identification Verification Addresses Contacts Enrollment Confirmation

XXX-XX-1000
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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.

New Hire X

@ information

No match is found. Create a new member.

] 2] 1] 4] © L ¢]

Identification Verification Addresses Contacts Enroliment Confirmation

First Name*

SLOW

M Name

Last Name*

GOLFER

Suffix -

SN+

XXX-XX-1000

Date of Birth*

01/01/2002 (o]

Gender*
Male pud

Marital Status -

Marriase Date =

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.

New Hire X

] ] 2] 4] 5] 6]

Identification Verification Addresses Contacts Enrollment Confirmation

Add Address

Address Type* =

Address 1*

Address 2

Address 3

Zip* City* County -

Country*
State v United States of America B

You have added the maximum number of addresses
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7  With all of the fields completed, users must click next to continue.

] ] ] ] -] o]

Identification Verification Addresses Contacts Enroliment Confirmation

Add Address
Address Type®
Physical -

Address 1*

3010 E CAMELBACK RD

Address 2

Address 3

zip* Ciy* County

85012 PHOENIX MARICOPA -

State Country*

ARIZONA ~ United States of America -

| Add anew Address |

~
Cancel
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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.

Ak Verity Address Information

Ve SUERes! our recommended acdress Lo

eNELNe SCCUrate por Lal dhelvery

Irasa Mali
110 F CAMELRACK RD

@ PHOEMNIX, AZ RS G441 4

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.

Identification Verification Addresses Contacts Enroliment Confirmation
Add Address
Address Type*
Physical -

Address 1%

3010 E CAMELBACK RD

Address 2

Address 3

Zip* Cigy* County

85012 PHOENIX MARICOPA x

Country*

ARIZONA ~ United States of America hd

[ Add a new Address \

[ cancel | [ Previous |

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

New Hire X

@ Information

Physical Address has been Standardized.

] o ] ] 5] <]

Identification Verification Addresses Contacts Enroliment Confirmation

Edit Contact Info

Contact Preference i -

Email Contact Preference
Phone Contact Preference

Fax Contact Preference

Primary Phone 1B

Country*

United States of A... ~  Cell Phone

Primary Phone 1B

Country*

United States of A... ~  Work Phone Ext

Primary Phone 1B

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

Email Contact Preference -

Country*

United States of A... ~  Home Phone

Primary Phone 1B

Courntry*

United States of A.. ~ Business Phone Ext

Primary Phone 1B

Cournry* Cell Phone

United States of A... ~ (602) 255-5575

Primary Phone 19

Courtry*

United States of A... ~  Work Phone Ext

Primary Phone 1B

Country
United States of A.. ~  Fax

Primary Fax 1B

ey

fEma

: SLOWGOLFi@GMAIL.COM

“Rrimary ﬁ"ii.:ai\ »

Work Email

\: Cancel \ \ Previous |

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.

Primary Phone

Country*

United States of A... ~ Business Phone Ext
Primary Phone

Country* Cell Phone

United States of A... ~ (602) 255-5575

Primary Phone

Councry®

United States of A.. ~  Work Phone Ext
Primary Phone

Country

United States of A.. = Fax

Primary Fax

Email

SLOWGOLFR@GMAIL.COM

Primary Email

Work Email

Primary Email

| Cancel | | Previous Next

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.

(] (] ] (] © (o]

Identification Verification Addresses Contacts Enrollment Confirmation

0190RP - RISK POOL BUCKEYE FIRE DEPARTMENT -

Plan

PSPRS

Employee.

Election Type

DB/Hybrid

Position -

Hire Dare*

10/28/2025 =

Hired

Mired ERDC - ASRS Legacy
Hired EODC - EORP Legacy
Election Period

C Rehire Election Period B
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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.

Identification Verification Addresses Contacts Enrollment Confirmation

Agreement

5075 - AOC CORP - Probation/Surveillance hd

Plan

CORP

Tier3

Rate Category
Employee

Elecsion Type

DC

Position -

JUVENILE DETENTION OFFICER
OTHER

PROBATION OFFICER
SURVEILLANCE OFFICER

\' Cancel | | Previous | NG

15 Click next to continue entering a new member.

A4 - w - w \°4
Identification Verification Addresses Contacts Enrollment Confirmation
Agreement
0190RP - RISK POOL BUCKEYE FIRE DEPARTMENT -
Plan
PSPRS

Social Security Withheld

Tier
Tier 3

Rate Category
Employee

Election Type

DB/Hybrid

Position -

Hire Date*

10/28/2025 ]

Status

Hired -

Zancel | | Previoug \
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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).

]

Identification

Member Information

First Name

SLOW

SSN
XXX-XX-1000

Marital Status

Employment Information

Employer Code
0190
Employment Type
Employee

DC Rate

Tier
Tier 3

Social Security Withheld:

Addresses

Physical

3010 E CAMELBACK RD
PHOENIX, AZ 85016-4414

Cancel |

(]

Verification

Addresses Contacts

Middle Name

Gender

Male

Marriage Date

Employer Name

BUCKEYE FIRE DEPARTMENT

Hire Date
10/28/2025

Plan

PSPRS

Pasition

Election Period

Contact Preference
Email Contact Preference
Cell Phone

US = (602) 255-5575

17 Click Confirm to continue.

Identification

Member Information

First Name

SLow

SSN
XXX-XX-1000

Marital Status

Employment Information
Employer Cade

0190

Employment Type

Employee

DCRate

Tier
Tier3

Sodial Security Withheld:

Addresses

Physical

3010 E CAMELBACK RD
PHOENIX, AZ 85016-4414

’ Cancel \

Verification

Addresses Contacts

Middle Name

Gender

Male

Marriage Date

Employer Name

BUCKEYE FIRE DEPARTMENT

Hire Date

10/28/2025

Plan

PSPRS

Position

Election Period

Cornact Preference
Email Contact Preference
Cell Phone

US -« (602) 255-5575
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Enroliment

Last Name
GOLFER

Birth Date
01/01/2002

Agreement

0190RP - RISK POOL BUCKEYE FIRE DEPARTMENT

Service Start Date

01/26/2026

Election Type

DB/Hybrid

Employment Status

Hired

|4 Previous

Enroliment Confirmation

Last Name

GOLFER

Birth Date
01/01/2002

Agreement

0190RP - RISK POOL BUCKEYE FIRE DEPARTMENT

Service Start Date

01/26/2026

Election Type

DB/Hybrid

Employment Status

Hired

| Previous

-

10



18

member has been successfully enrolled.

ARS

[ 0190 - BUCKEYE FIRE DEPARTMENT

h' ployee enrollment completed successfully x

Welcome ROGER ‘

Last Login: 11:39 am yesterday

Users will receive a message in the prominent green text box confirming the

a @

Roster Add New Employee Y
PSPRS . Service Employment . Election  DC Hire Term |
. ID Participant Agreement Start Date  Status Ter Type Rate Date Date Post
0190 -
ALEXANDER,  BUCKEYE
=, # i i i i I
XXH-XX-6082 026514 LANGDON FIRE 09/10/2012 Quit/Terminated Tier2  DB/Hybrid 3.00% 09/10/2012 03/02/2014
Transactions DEPARTMENT
07130RP - RISK
Administration POOL
ANDERSON, : .y .
XXHA-XX-0267 137555 BRET BUCKEYE 04/15/2024 Hired Tier3  DB/Hybrid 3.00% 01/16/2024
FIRE
DEPARTMENT
0190 -
XXH-XX-4098 043557 SNDRADE, BUCKEYE 09/10/2012  Hired Tier2  DB/Hybrid 3.00% 09/10/2012
MARC FIRE
DEPARTMENT
4
1-100f 190 Page of 1!
Secure Message
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.
Welcome ROGER @
j1 0190 - BUCKEYE HRE DEPARTMENT Last Login: 11:29 am yesterday ‘ A @ a3l
Roster AddNew Employke ¥ #H @
@D/ .
PSPRS L. Service Employment N Election DC Hire Term = wit
N Parti t Ti Posit
s ID Arapan Agreement Start Date  Status ter Type Rate Date Date OSIOM a
Em
0190 -
ALEXANDER, BUCKEYE
XX ' i i i i 0 <
XXX-XX-6082 026514 LANGDON FIRE 09/10/2012 Quit/Terminated Tier2  DB/Hybrid 3.00% 09/10/2012 03/02/2014 Yes
DEPARTMENT
0190RP - RISK
POOL
XXX-XX-0267 137555 QEETERSON' BUCKEYE 04/15/2024 Hired Tier3  DB/Hybrid 3.00% 01/16/2024 No
FIRE
DEPARTMENT
0190 -
XHXXXX-4098 043557 ANDRADE, BHCKEYE 09/10/2012 Hired Tier2  DB/Hybrid 3.00% 09/10/2012 No
MARC FIRE
DEPARTMENT
4 »
1-100f 190 Page | 1 of 192 21
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20

member’'s name and press enter on your keyboard.

j1 0190 - BUCKEYE FIRE DEPARTMENT

Welcome ROGER

Last Login: 11:38 am yesterday

The Filter option allows employers to search by first name or last name. Enter the

2 0@ =

Roster AddNew Employee ¥ & ® Filters Apply  Reset X
- Search by 2
PSPRS e Service Employment . Ele
N Part t t Ti GOLFER
SS D articipan Agreemen! StartDate  Status ier ™ Q 0
Collapse All
0190 -
ALEXANDER,  BUCKEYE . . § Filter by
XXX-XX-6082 026514 LANGDON FIRE 09/10/2012 Quit/Terminated Tier2 DE
DEPARTMENT Employment Status A~
0190RP - RISK .
ANDERSON ROOL i
XXX-XX-0267 137555 BRET " BUCKEYE 04/15/2024 Hired Tier3 DE KIA
FIRE
DEPARTMENT Retlred
0190 - Deceased
ANDRADE, BUCKEYE u " Leave Without Pay
XXX-XX-4098 043557 AR B 09/10/2012 Hired Tier2 DE
DEPARTMENT Entered DROP
q » 5 Hired EODC - ASRS Legacy
1-100f 190 Page '« 1 of 193 21 Quit/Terminated

21

A Home

@® Policies

[ Work Reports

B Payments

$ Transactions
Administration
Employer Info
Imports

Reports

Sessions

Secure Message

=]
5}
=]
o
E Documents
A
=
]

Contact Us

Roster

Search: SSN/PSPRS |D/Participant (G... o

Hired - Return to work

The member’'s name will appear to indicate that the employer user successfully
entered the member.

Add New Employee

PSPRS 2o Service Employment Election DC Hire Term
SN Parti t t Ti P
2 ID bl ok Agreemer Start Date  Status il Type Rate Date Date i
0190RP - RISK
POOL
GOLFER, Electi
KXX-XX-1000 578960 BUCKEYE 01/26/2026 ec. o Tier 3 DB/Hybrid 3.00% 10/28/2025
SLOW Period
FIRE
DEPARTMENT
4
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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.

il

B % arpeprafagegubett i Byt rom, b b Thilling i =l AT UG oy il A sl ST FICTE L 30

f" B0 0029 - TUCSON FIRE
s

Hiow can wee help you today? D e

Payronts

Trardactans

Irnyportant Links

Matioiide plan sponiol harmepede ko DC Coriribution rerntlance and payTrel
Mernbar forms and resource documents
Ermployer forms and rescurce documents

Census Bepor
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24  Aview of the employer roster will appear.

e SO0 1900 A P la X SR b b Enling e M T ST Um0 Pyt taholpitey i s O S P e P T bW D bl ratitotion, el Nrid OPE00ioHclAbwluliBid . e iF o (n.]

O

FhPRS Service Slart  Emnployment (Election (.o
o PRS- AretmERt  De Seatus ™ e Face
061081 ABABR.ARMFAF. iC VUM ONIR2004  QuiTerminated Ter! 0B
ABCET, HEMNERG D03 - TUCSON
oooe S e QuiUTwminated Tir) DB
Q10081 ABCIG, KEBE 8, Eﬂé’"“m" DMIAI960  QuiTerminated Tirl 0B
AEFASARL, 00T - TUCSON
oTIEn BRI L v ORFIL2005 Hiresd Terl DB
01453 ;B'C‘T“E"q :?:E"“‘":m" CENIAS2  QuitTerminated Tir1 DB
OZFeIs :ﬂmmmu :iig-“xm 12022001 Erdered DROP Terl 0B
oamst asoraman e VO 06on0os  QuuTermieated Tert 08

25

Hire
Diate

04004

DEOZNEN

QENENDE0

AT WI00S

OENINE52

122200

06220 008

Term
Dt

[tedlFab]

DEMSIIEN

DAFNIVIED

DRI

100008

Click on the Add New Employee bar in the upper right corner.

B e Tt . LRI ot b (L F, 2,8 '--"m’—g.nu'ruurulmu
Lerdce Start Emiployment [Election oc
Aplamint o Seames ™ T Rate
ﬂ’:'mm OANRE004  QuitTermingted Tir1 DB
. LR QuitTerminated Tier1 DB
FIRE
m?-mm 03141960  QuiTerminated Tier1 DB
0029 -TUCSON oo ioi008  Hired Teri DB
FEE
E mﬁ-lmm D952 QuitTerminated Tier1 DB
o ﬁq-imm 12022000  Entered DROP  Tier1 DB
e N 0ena000e  QuuTermeated Terd DB
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Hire
Date

Oananng

DB

Q314560

ATA02005

OBASE2

1202700

O6AER 00

Wieloome HEPA,
Lt L 7ol e Sy

| s @

Radd Mew Employee T

o S
Vs ]
Wik R
He Ch
L] AL
]
L]
o
i < Page

#amE. W W LY LW &
. | .94
¥ I i
e e
ORI S Yes [wsabled
06151990 e Retired
oIINGED Mo Chosed
Mo Active
08 3N9Te Mo
o
V00 Mo
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26 The enroliment Wizard should appear. Return to Step 4 and continue with
entering the new member’s information.
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