STARS Employer Training
Submitting Contributions - Manual Entries
Adjustment

STARS




Submitting Contributions - Manual Entries -
Adjustment Reporting

This document provides an overview of the process employers must employ to report
adjustments to previous pay period contributions submitted into STARS. Through
screenshots and step-by-step prompts, users will learn how to make adjustments via
the contribution manual process.

1 Enter Username and Password to login to STARS.

STARS

Username or Phone Number or Email

Password ®

Forgot Username Reset Password
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2 From the Home page, employer users must start the contribution manual process
by clicking the Work Reports tab in the left navigation pane.

[ 0217 - WICKENBURG FIRE DEPARTMENT _GCCOmERIPERIPY ‘ a 0 @ 5)
73 Last Login: 11:20 am yesterday
How can we help you today? News

= Roster
Process a New s currently to display.
- X5 2 Add a member to roster
@ Policies Hire
Make a
=1Rivork Eepcls B Make payments to open invoices
Payment
B Payments
&% Employees Roster, new hires, terminations, etc.
$ Transactions
(2] User Profile Update passwerd, security questions or user name
Bl Administration
[ 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

= Requests

H sessions Fags Y

BB Secure Message

> Al

M ContactUs

” Life Events

> Password Help

> Processing .
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3 Once clicked, the Work Reports tab opens and the page appears as follows. Click
Generate Adj (Adjustment) Report on the right side of the screen to start the
contribution file manual adjustment process.

] 0217 - WICKENBURG FIRE DEPARTMENT W s gt ‘ 2 0@ 3

ARS.

A Home
All Work Reports | Generate Report \[Generate Adj Repon] Y & 0@
= Roster =
Trans Report  Trans . Activity Pay Period  Released Due o
- Ti Ty Identifi Total Orij
& Pomces O -y ANSPE staws  staws oo Date EndDate  Date Date hahe!
2025-06 0217 RISK POOL WICKENBURG
860715  Billing Adj. Pendi (o] 02/19/2026 08/08/2025 03/21/2026 15]
[ Work Reports o e ending  UPEN - £pE DEPARTMENT §
s 3 ” 2025-09 0217 RISK POOL WICKENBURG
5 Payments O 860709 BilingAdi  Pending Open = Crc PO 02/19/2026 10/31/2025 02/11/2026 58
: 2025-08 0217 WICKENBURG FIRE
$ Transactions 860705  Billing Adj. Pendi (o] 02/19/2026 05/05/2025 09/24/2025 £
O illing Adj ending  Open o o IENT $
E Administration 860704 DB 02/06/26 0217 WICKENBURG
860704  WH R t Rell d O 01/24/2026 02/06/2026 02/19/2026 03/02/2026 11,68
O P eleased UPEN  binE DEPARTMENT S
Bz Employer Info
860703 DB 02/06/26 0217 WICKENBURG
O 860703  WH Report Released Open 01/24/2026 02/06/2026 02/19/2026 03/02/2026 $7,23
B FIRE DEPARTMENT
Imports
860697 DB 01/23/26 0217 WICKENBURG
eport elease en 75
O 860697 WH Rep Rel d Ops 01/10/2026 01/23/2026 02/19/2026 02/13/2026 $11,75

M Reports FIRE DEPARTMENT

: 2026-01 0217 WICKENBURG FIRE s
O 860696  WH Report Initial OPEN; e TRAE R 01/10/2026 01/23/2026 02/13/2026 $7,23

B Documents

Total in current view $57.52
= Requests Total of all records $3,788,12_

q »r
B Sessions 10+ 1-100f783 Page [ 1 of79 > >

P8 Secure Message

™| ContactUs

Privacy Policy | Disclaimer | ©2022 Public Safety Personnel Retirement System

Tip! If reporting multiple member adjustments for all tiers be sure to check both
boxes.
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4 Users must check the appropriate work report make adjustments. The example
below includes work reports for Tier 1 & Tier 2 and the Tier 3 Risk Pool.

Generate Adj Work Report

] 2]

Confirm

Y

Last Report

Barg!
Date =

Q Report Start Date  Report Stop Date Date Received

WICKI
02/20/2026 (5 02/20/2026 (2 02/20/2026 (31 0172412026 FIRE
DEPA

RISK f
WICKI
FIRE

DEPA

09/20/2025 (5 10/03/2025 (2 02/20/2026 B 017242026

5 Users must click Confirm to continue.

Generate Adj Work Report

Confirm

Barg
Unit Barg Unit Name
Code

Report Start  ReportStop Date Last Report
Date Date Received Date

RISK POOL

09/20/2025  10/03/2025  02/20/2026 01/24/2026  0217RP  WICKENBURG FIRE
DEPARTMENT

p—

| Previous [T
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6

file has been generated.

E] 0217 - WICKENBURG FIRE DEPARTMENT

& Report(s) have been scheduled for generation. x

Users will receive two messages in prominent green text boxes confirming the

Welcome RIPEBIPA

Last Login: 11:20 am yesterday

2 0@ =

7

details.

ZARS

A Home

B 0217 - WICKENBURG FIRE DEPARTMENT

All Work Reports

ah Roster

| Generate Report | Generate Adj Report

Alerk Reports ‘ — Repon ‘ cenere Adj Repﬂrt Y E @
Trans Report Trans 5 Activity Pay Period Released L =
x T T Identifi Total O
U # rans type Status Status entifler Date End Date Date DueDate afores
yes 4 1 2025-06 0217 RISK POOL WICKENBURG
O 860715 Billing Adj. Pending Open FIRE DEPARTMENT 02/19/2026 08/08/2025 03/21/2026 $151.
- N : 2025-09 0217 RISK POOL WICKENBURG
D 860709 Billing Adj Pending Open FIRE DEPARTMENT 02/19/2026 10/31/2025 02/11/2026 $81.
= . i 2025-08 0217 WICKENBURG FIRE
O 860705 Billing Adj. Pending Open DEPARTMENT 02/19/2026 09/05/2025 09/24/2025 $30.
860704 DB 02/06/26 0217 WICKENBURG
O 860704 WH Report Released Open FIRE DEPARTMENT 01/24/2026 02/06/2026 02/19/2026 03/02/2026 $11,684.
860703 DB 02/06/26 0217 WICKENBURG
O 860703 WH Report Released Open FIRE DEPARTMENT 01/24/2026 02/06/2026 02/19/2026 03/02/2026 $7,239.
860697 DB 01/23/26 0217 WICKENBURG
O 860697 WH Report Released Open FIRE DEPARTMENT 01/10/2026 01/23/2026 02/19/2026 02/13/2026 $11,757.
5 2026-01 0217 WICKENBURG FIRE
D 860696 WH Report Initial Open EEAR Ty 01/10/2026 01/23/2026 02/13/2026 $7,239.
Total in current view $57,523.
Total of all records $3,788,125.
4 »
10~ 1-100f783 Page [ 1 of 79 > >l

Select Import Header ID of the desired report to view the report summary and

Welcome RIPEBIPA
Last Login: 11:20 am yesterday

2 0@3

W 1

Trans Report  Trans o Activity Pay Period Released Due
¥ Trans Type Identifier
@ Policies o # P Status  Status Date End Date Date Date
2025-09 0217 RISK POOL WICKENBURG
860761  Billing Adj. Initial o] 02/20/2026 10/03/2025 03/22/2026
03 Work Reports U Al £ PE FIRE DEPARTMENT
e i @ 2025-06 0217 RISK POOL WICKENBURG
=) s O 80715 BilingAdj.  Pending Gpen = L oo 02/19/2026 08/08/2025 03/21/2026
: 2025-09 0217 RISK POOL WICKENBURG
$ Transactions illi i i
O 860709  Billing Adj. Pending Open FIRE DEPARTMENT 02/19/2026 10/31/2025 02/11/2026
Administration ¥
E O 860705  Billing Adj. Pending Open é(ézpig_?hiéL?W‘CKENBURG Al 02/19/2026 09/05/2025 09/24/2025
B Employer Info
860704 DB 02/06/26 0217 WICKENBURG
860704 WH R t Rell d O 01/24/2026 02/06/2026 02/19/2026 03/02/2026 11,68
= O el eleased UPEN  piRE DEPARTMENT 3
Imports
860703 DB 02/06/26 0217 WICKENBURG
O 860703  WH Report Released Open 01/24/2026 02/06/2026 02/19/2026 03/02/2026 $7,.23
M Reports FIRE DEPARTMENT
860697 DB 01/23/26 0217 WICKENBURG
E Docirments O 860697 WH Report Released Open [ 01/10/2026 01/23/2026 02/19/2026 02/13/2026 $11,75
Total in current view $50,28
= KErEEs Total of all records $3788,12
Ll »
B\ Sessions 10~ 1-100f784 Page 1 of 79 > >I

B Secure Message

™ ContactUs
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8  The Import Summary and Import Details appear as follows.

To edit the data click Billing Adjustment Editor.

] 0217 - WICKENBURG FIRE DEPARTMENT W s gt ‘ 2 0@ 3

Work Reports / Work Report Details

ARS.

Submit %

Please enter the pay date in the Work Report Summary to validate all records in the Work Report Editor.

@ Policies
3 Work Reports Work Report Summary Edic @
B Payments Trans # Rep " Report Ty dentifier
860761 Initial Adjustment 2025-09 0217 RISK POOL WICKENBURG FIRE DEPARTMENT
$ Transactions Pay Period Start Pay Period Date feased Date Submitted

09/20/2025 10/03/2025

Bl Administration

y e eport Source
RGEDPEMO Employer
Bz Employer Info
Trans Status Billing Type Report Status Override User Submitted
Open Contribution
=] Imports
Agreement
RISK POOL WICKENBURG FIRE
L] By DEPARTMENT
B Documents
=, Requests Financial Summary ©] Recon Summary @]
B sessions Fund Name Due Calculated  Amount Paid  Amount Owed Level Validation Type Count
ﬂ Secure Message DBCN - EE $0.00 $0.00 $0.00 There validations present on this work report
DBCN - ER $0.00 $0.00 $0.00
™| ContactUs
DBCT - EE $0.00 $0.00 $0.00
DBCT - ER $0.00 $0.00 $0.00
DCCN - EE $0.00 $0.00 $0.00
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9

down menu.

Work Report - Adjustment Editor

Please Save the Prior records and New Records after adding the member in the Adjustment Editor.

Select the member to made adjustment to by clicking Add Member from the drop

Y i ® x

Add Member

Add New Member

" Pay Pay s Member Repo
Errors Name SSN Tier fec:on Period Period ‘SN;;I:S gzztenbutmn z:;s:n ;:{e g::e Pensionable Empl¢ Delete
P Start End salary  Contribu | oad All Priors
No data found Comments
Validate
4 ¥
Cancel  Apply Save
10 Select Existing Records if adjusting previously posted contributions or New
Records if this is prior pay period that was not posted.
Work Report - Adjustment Editor ¥ i @ %
Please Save the Prior records and New Records after adding the member in the Adjustment Editor. =
Q 133213 © | search | Neyisting Records for HAPGORA, REFEFAA.
S s Bicth Das @ T SSN Agreement  Tier Election PayPeriod PayPeriod Work Contribution Reason
@  weERRR4E HAPGORA, REFEFA A. 05/18/1997 Type  Start End Status Code Code
D217RP - RISK
POOL
sh i
o HARGORA; WICKENBURG " DB 09/20/2025 10/03/2025 Hired DBCN  ~
Prior  REFEFAA. = [ 3 N
DEPARTMENT
0217RP - RISK
POOL
Sh i
oW HAPGORA, % WICKENBURG |'°' DB 09/20/2025 10/03/2025 Hired EPSL  ~
Prior  REFEFAA. — IRE 3 T
DEPARTMENT
New Records for HAPGORA, REFEFA A. ]I
5 __ Election PayPeriod Payperiod Work Contribution Reason
o Name 55N Barg Unkt Tter Type Start End Status Code Code
0217RP - RISK
POOL
sh i
O oW HAPGORA, X WICKENBURG ' DB 09/20/2025 10/03/2025 Hired -
Prior  REFEFAA. = o 3 .
DEPARIMENT
4 3
[ Cancel  Apply Save ]
Flamaiom Pay Pay aroat PR Pamam A- L. Member Reported Reporn -
Cancel  Apply Save
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& Alert! Please watch and choose Apply, to apply the adjustment

11 User will provide the adjusted member pensionable salary, reported employee
and reported employer contributions, and also indicate the Pay Date.

Work Report - Adjustment Editor Y : ® x

Please Save the Prior records and New Records after adding the member in the Adjustment Editor.

Q 133213 @ | searcn |
SSN Name Birth Date el Member Reported Reported  Calculated
Contribution Reason E
P Code o Pay Date Due Date Pensionable Employee Employer EE
@® SFREHME  HAPGORA.REFEEAN 05(18/1997 Salary Contribution Contribution Contribution C
DBCN - 10/082025  [3) Mm/mDDAYY (3 $350.00 $30.42 $30.42
EPSL 10/08/2025 8 mMwm/ODNYY (B $350.00 $9.77
T, N.Iember Reported Reported  Calculated
& Code Code Pay Date Due Date Pensionable  Employee Employer EE
Salary Contribution Contribution Contribution C
- MM/DDAYYYY  [3 Mm/ioDvYYY (3
“ 3
Cancel § Apply Save
e sk Pay Pay Gy G gmmos e e = Member Reported Repori  ~

Cancel  Apply  Save
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12  Users will click Save at the bottom of the page.

Work Report - Adjustment Editor ¥ i @ %
Please Save the Prior records and New Records after adding the member in the Adjustment Editor.
s Pay Pay sz
El Work C R
O Errors Name SSN Tier = ec:on Period Period Sl‘::us c::tenbutlnn C:;S:n Pay Date Due Date
TP start End
Show HAPGORA,
O i " OXXX-XX-4672 Tier3 DB 09/20/2025 10/03/2025 Hired DBCN v 10/08/2025 m MM/DD/YYYY m
Prior REFEFA A. i
Show
O HAPGORA, XXX-XX-4672 Tier3 DB 09/20/2025 10/03/2025 Hired EPSL v 10/08/2025 m MM/DD/YYYY m
Prior REFEFA A. e ¢
Total of all records
4 »

Cancel  Apply Save

13  Users can validate the data by clicking on Validate in the drop-down menu.

Work Report - Adjustment Editor ¥ i @ %
Please Save the Prior records and New Records after adding the member in the Adjustment Editor. Add Member
Add New Member
v Pay Pay o
Election 7 . Work Contribution Reason
] Errors Name SSN Tier Period Period Pay Date | Delete
Type Status Code Code
Start End Load All Priors
Show HAPGORA, Comments
O " OXXX-XX-4672 Tier3 DB 09/20/2025 10/03/2025 Hired DBCN v 10/08/2025
Prior REFEFA A. i —— —_—
Show HAPGORA,
O " OO-KX-4672 Tier3 DB 09/20/2025 10/03/2025 Hired EPSL v 10/08/2025 m MM/DD/YYYY m
Prior REFEFA A. e
Total of all records
4 »

Cancel  Apply Save
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14  The validation happens when the user clicks Confirm.

Validate Work Report

Are you sure, you want to validate this report?

Made with Scribe - https://scribehow.com

10



15 Users will receive the message in prominent green text boxes confirming the file
has been validated. Close the Work Report - Adjustment Editor by clicking the X
icon in the top right of the window.

Work Report - Adjustment Editor ¥ ¢ @ >
& Report validated successfully X
Please Save the Prior records and New Records after adding the member in the"Agjusts aitor.

Pay Pay

Election 5 ) Work Contribution Reason
] Errors Name SSN Tier Period Period Pay Date Due Date
Type Status Code Code
Start End
Show HAPGORA, -
(] B REFEFA A " OX-KX-4672 Tier3 DB 09/20/2025 10/03/2025 Hired DBCN v 10/08/2025 m MM/DD/YYYY m
rior . —
Show HAPGORA,
(] s REFEFA A " XXX-KX-4672 Tier3 DB 09/20/2025 10/03/2025 Hired EPSL - 10/08/2025 m MM/DD/YYYY m
rior - -

Total of all records

Cancel  Apply Save
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The action returns the user to the Work Report Summary page, allowing the user
16 . - -
to click Submit to record the revision.

ﬁ B 0217 - WICKENBURG FIRE DEPARTMENT Welcome RIPERIEA ‘ a @ @ =)
ARS Last Login: 11:20 am yesterday -

Work Reports / Work Report Details

A Home
Billing Adjustment Editor| :

an Roster .
Please enter the pay date in the Work Report Summary to validate all records in the Work Report Editor.
@ Policies
3 Work Reports Work Report Summary Edit @
B Payments Trans # Report Stats Report Type dentifier
860763 Initial Adjustment 2025-09 0217 RISK POOL WICKENBURG FIRE DEPARTMENT
s Transactions Pay Period Start Pay Period End Date Received Dare Released Date Submitred
09/20/2025 10/03/2025 02/20/2026
Bl Administration
Pay Date Created By User Report Source

RGEDPEMO Employer
[ Employer Info
Trans Status Billng Type T Report Status Override User Submitted
Open Contribution - bine
B Imports
Agreement
RISK POOL WICKENBURG FIRE
@ Reports DEPARTMENT
B Documents
=, Requests Financial Summary ®@ Recon Summary Q]
B sessions Fund Name Due Calculated  Amount Paid  Amount Owed Level Validation Type Count
BB Secure Message DBCN - EE $30.42 $0.00 $30.42 There are no validations present on this work report.
DBCN - ER $29.61 $0.00 $29.61
M ContactUs
DBCT - EE $0.00 $0.00 $0.00
DBCT - ER $0.00 $0.00 $0.00
DCCN - EE $0.00 $0.00 $0.00

17 The change is applied to the work report by clicking Confirm.

Submit Work Report

Are you sure, you want to submit this report?

| cancel \
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18 The report has been successfully submitted. Select Close

Submit Work Report

Thank you, your report has been successfully submitted.

Made with Scribe - https://scribehow.com

13



	Submitting Contributions - manual entries - Adjustment.pdf (p.1)
	SubmittingContributions-ManualEntries-Adjustment.pdf (p.2-14)

