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STARS Work Reports
This document provides employers an overview of work reports which support the
contribution process for employers. The work reports are the third and final step in
the process, after entering contributions, and processing them. Work reports include
filters and are split for accounting purposes. The below guide explains what to expect
as you work through this process.

1 Enter Username and Password to login to STARS.
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2 From the Home page, employers can select Work Reports in the left navigation
pane.
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3 Once clicked, the Work Reports tab opens and the page appears as follows. Most
work reports will have at least two separate reporting lines -- this is due to account
tracking which reports Tiers 1, 2 and 3 separately.

Tip! Single contribution files produce multiple work reports. STARS create
separate work reports for member plans and tiers. Examples may include defined
benefit, defined contribution, and hybrid plan contributions, as well as disability
and health insurance subsidy.
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4 Employers reporting Tier 3 DC contributions will have at least three reporting
lines. Users can see the Transaction (Trans) # listed in the Identifier column,
followed by a DC or DB notation, which ensures data is routed to the correct
reporting line.
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5 Users can also view their historical payment information.
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6 Users also have the option to generate a new work report for a regular pay
period ending or to generate an adjustment (Adj) report for prior pay period
endings by clicking on the appropriate link at the top of the work reports panel.
Training on submitting contributions manual entries detail these processes.
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7 Users can view totals for each contribution type by moving the scroll bar at the
bottom of the screen to the right. Users may also use filters to search through
their work reports by clicking on the funnel icon.
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8 The filters search panel will open to the right side of the screen. Users can
search by any data within the report, then click Apply to view search results. Users
may export their dataset by clicking on the three-dot menu (snowman) to the
right of the filter and selecting Export from the dropdown menu. Users can view
each work report in detail by clicking the work report Trans #.
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9 Users may add comments to leave notes for themselves when working on a
report. This is especially helpful for users managing multiple employers.
Comments also have a filter to enable quick location of notes.
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10 Submitting a change begins by selecting the work report to update and by
clicking on the Trans #.
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11 This action, opens the Work Report Summary. Users can click on the Work
Report Editor to update the data in the work report. When changes are complete,
select Submit to release the work report for payment.

12 Users will be returned to the Work Reports tab, and the finalized work reports
are now designated as Released under the Report Status column, indicating that
the work report has been submitted.
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