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Exploring STARS
This document provides a guided overview of the STARS Employer Self Service
Dashboard, designed to help employers and local boards become familiar with
navigating the system and understand its core functionality. Through screenshots
and step-by-step prompts, users are introduced to the login process, dashboard
layout, navigation tools, and key areas used to manage employer and
member-related tasks.

1 Purpose of This Document

  • Introduce employers and local boards to the STARS Employer Self Service Dashboard

  • Provide a visual, step-by-step reference for navigating the system

  • Familiarize users with the layout, icons, and terminology used in STARS

  • Highlight where key employer functions are performed within the dashboard

  • Serve as a reference tool during training sessions and for future on-the-job use

  • This document is intended to support high-level system orientation. More detailed,
process-specific training and documentation will be provided as users progress in their use of
STARS.

2 Enter Username.
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3 Enter Password and select Sign in.
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4 This starts the Two-Factor Authentication. Select which method you would like
to receive the six-digit verification code.
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5 In this example, email was selected to receive the verification code.

6 Enter the verification code and select confirm.
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7 Please note that administrators who perform or will designate STARS tasks for
multiple employers (Police, fire, corrections, elected officials) will see and must
select the desired employer from the List of Employers menu.
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8 Welcome to the STARS home page used by employers and local boards. Users will
notice the Home tab on the left-hand side is highlighted — this confirms we’re on
the main dashboard. Staying on the left side of the screen, the blue area is the
Left Navigation Pane, which provides access to all major sections of STARS.

In the upper left corner, you will see the employer that you are logged into
through the Employer Designation Bar.

Tip! Employer staff can quickly change through multiple employer accounts
(police/fire/elected officials) through the Employer Designation Bar.
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9 To the right of the employer’s name is the Welcome bar, which displays the user's
login name.

10 To the right of that users will see the bell-shaped icon. This icon is for system
Notifications about information such as invoices that have not been processed.
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11 The question mark icon is for the STARS Help Center. Once clicked, this icon will
open a search engine to assist users in finding information by topic. Please note
that PSPRS will continue to populate the Help Center with information.

12 The Profile icon is noted by the circle and default use of the user’s initials. This
feature contains information about logged-in users of STARS.
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13 The profiles of users can be personalized to include pictures or other artwork.

14 The News section is where users will find information that PSPRS is distributing to
employers and local boards.



Made with Scribe - https://scribehow.com 10

15 The How can we help you today? section has shortcut links to STARS tabs used
to perform common transactions. Next to the links you see descriptions that
explain what the quick link processes.
Process a New Hire – This is used for manually adding plan members (PSPRS,
CORP and elected officials plan members) to the employer roster.
Make a payment – This is used by employers to make payments on open
invoices.
Employees – This accesses an employer’s current roster of members, new hires,
terminations, retirees and additional information.
User Profile – This allows users to update passwords, security questions and/or
user name.
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16 Users will notice that clicking a link in the How can we help you today? section
will activate the corresponding left-hand navigation bar tab.
For example, selecting the Process a New Hire link will activate the Roster tab in
the left-hand navigation bar.
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17 The Roster tab displays a list of all currently active members, members who have
terminated, refunded or retired. This page provides information such as PSPRS ID
number, service start date, employment status, member tier, election type, hire
date and termination date. The roster tab will also display if a member is currently
employed with another employer, if applicable.
In the upper right corner is the Add New Employee function. This is where
employers can manually add new members to the roster. Next is the More option,
which allows employers to export the roster. Further to the right is the Filter icon,
which resembles a funnel, and this allows employers to create specific reports
from the roster.
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18 The Policies tab and function includes an employer’s members who are enrolled
in the PSPRS Cancer Insurance Program.

19 The Export Coverages function of the Policies tab enables employers to pull
reports about member cancer insurance participation and coverage.
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20 The Filter function, represented by the funnel icon, enables users to perform
detailed searches within the Policies tab.

21 The Work Reports tab accesses all manually entered or imported employer
contribution files. In the upper right corner is where users can generate reports
and adjustment reports. Files can be exported by clicking the three-dot menu,
which resembles a snowman. The Filters tab allows employers to filter your
reports search.



Made with Scribe - https://scribehow.com 15

22 The Payments tab houses submitted work reports and open contribution and
cancer insurance premium invoices that are paid by employers. Please note that
STARS accepts Automated Clearing House (ACH) and will not support E-Bill
payments.
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23 The Payments tab is also used by employers to connect their bank accounts to
STARS to pay all invoices. To complete this process, click the Add Bank Account
function and complete all required fields, including routing and bank account
numbers and type of account. The STARS Payments function permits employers
to enter and use numerous accounts.

Administrators or their designees must enter bank account information.
Establishing this information promptly helps ensure timely processing of work
reports and avoids interest charges associated with late submissions.
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24 The Transactions tab accesses records of employer transactions, including open
and closed work reports. Fund Details and Show Fund Groups are functions in
the upper left corner. When transactions are presented under Fund Details,
which is the default, data is broken down by the type of reported contribution
(Examples: DBCN_EE, DBCN_ER, DCCN_EE, DCCN_ER, etc.).
When the Show Fund Group is selected, all reported contribution types are
combined (Examples: DB, DC, CIP, etc.).
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25 The Administration tab is for and accessible only to individuals appointed by
their employer to serve the highest administrative role in STARS. Administrators
assign new staff users and roles and access levels related to human resources,
payroll, finance, health and cancer insurance. This page also lists the current staff
members who have access to the employer self-service portal, and has the filter
function (the funnel icon) to allow for detailed searches. The upper right part of
the screen enables administrators to add new employer users by selecting Add
Employer User. Providing staff access is a two-step process requiring use of the
Employer Info and Administration tabs.
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26 The Employer Info hosts information related to carrying out PSPRS-related
administrative tasks. This tab contains the employer system identification number
and employer number for Nationwide 401 (a) defined contribution administration
and payments, as well as employer contacts registered in STARS. Please note that
employer STARS contacts must be authorized through the Administration tab
functions to gain system access.

The Employer Info tab appears as follows when opened:
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27 The Imports tab is used to upload contribution or demographic files.
Start the process by selecting Add Import in the upper right corner. Select the
type of import from the drop-down menu. Browse for and upload your upload file,
provide a description of the file and select next to begin the file import process.

28 The Reports tab and functions are under development. It is likely that PSPRS will
use this feature to post customized reports that are requested by employers and
unavailable through filter parameters set in STARS.
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29 The Documents tab is where local board minutes and the local board member
and employer update forms are uploaded by the local board or employer. To
upload a document, click on Upload Document.

Tip! Once STARS is operational, you don’t need to send them to PSPRS anymore.
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30 The Sessions tab will be used by PSPRS to notify employers of upcoming training
sessions. Attendees will be able to enroll via this area and administrators can
enroll staff to attend training.
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31 The Secure Message tab and feature is used by STARS users – both
administrators and staff – to communicate with PSPRS about pension
administration. This function replaces the need to contact PSPRS by email or
phone and offers a streamlined service should employers have difficulty
performing tasks through STARS. This function allows employers to send secure
messages to PSPRS and PSPRS to reply to employers.

To use the Secure Message function click New Message in the upper right
corner of the page.
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32 Use the required Subject field to describe the nature of the contact (Example:
"Enrollment issues"). If the message pertains to individual plan members be sure
to include the member name and last four digits of Social Security number or
PSPRS ID number. This helps PSPRS staff identify individuals.
Next, users sending secure messages will select the Topic from the drop-down
menu. For this example, an employer would select Demographics from the
options. Users have the option of uploading or attaching a file to messages
through the Attach File feature. Employers will receive an email notification when
PSPRS responds to secure messages and employers can log into STARS to review
the message through the Secure Message tab.
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33 The Contact Us tab includes contact information to reach PSPRS. There is also
Frequently Asked Questions (FAQs) to assist employers. PSPRS also intends to post
STARS refence materials here.
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