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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.
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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.
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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.

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.

5 Users must click Confirm to continue.
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6 Users will receive two messages in prominent green text boxes confirming the
file has been generated.

7 Select Import Header ID of the desired report to view the report summary and
details.
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8 The Import Summary and Import Details appear as follows.

To edit the data click Billing Adjustment Editor.
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9 Select the member to made adjustment to by clicking Add Member from the drop
down menu.

10 Select Existing Records if adjusting previously posted contributions or New
Records if this is prior pay period that was not posted.
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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.
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12 Users will click Save at the bottom of the page.

13 Users can validate the data by clicking on Validate in the drop-down menu.
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14 The validation happens when the user clicks Confirm.
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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.
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16 The action returns the user to the Work Report Summary page, allowing the user
to click Submit to record the revision.

17 The change is applied to the work report by clicking Confirm.
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18 The report has been successfully submitted. Select Close
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