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Payments - Adding a Bank Account and Making
Payments
This guide provides simple step-by-step instructions for employers seeking to add a
bank account and make payments into STARS. By following these clear instructions,
users can efficiently set up and track payments to enhance their overall experience.
Employers will also benefit from information regarding STARS handling of
pre-payments and other credits.

1 Enter Username and password to log into STARS.
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2 From the Home page, employer users must start the process of entering a bank
account into STARS by clicking the Payments tab in the left-hand navigation pane.

Tip! Employers have the option to establish multiple bank accounts for the
purpose of paying open invoices.
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3 From the Payments page, scroll down to the Bank Account section and click the
Add Bank Account button on the far-right side of the screen.

4 Employer users must first enter the account Routing Number, Account Number,
select the Account Type from the drop-down menu and provide a short name for
the account.
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5 Employer users must read and accept the EFT (Electronic Funds Transfer)
Agreement and click next.

6 Users will scroll to the bottom of the page and enter a job description in the
Person Accepted Title field.
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7 Employer users must review and confirm the accuracy of the information entered
and click Confirm to proceed.

8 With the information confirmed, users may click Close. The employer bank
account information is now established in STARS.
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The following steps detail the process for submitting
payment for one or more open employer invoices in STARS.

Tip!

While this guide focuses on making standard payments, it is important for
employers to understand that the STARS system runs a daily automated process
that applies all available credits and unapplied payments to open invoices using a
first-in, first-out (FIFO) methodology.

Under this approach, the system automatically applies available funds to the
oldest outstanding invoice first, before moving on to newer invoices.

9 To start the process of paying for open invoices users must select Make a
Payment.

Alert!

The STARS system will automatically apply employer credits to any open invoices
left unpaid at the close of each business day. Credits may result from employer
pre-payments, adjustments to previous work reports, receipt of Fire Insurance
Premium Tax Credits and other occurrences.
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10 The standard payment type selection is Transaction & Invoice Payment. This is
used to authorize transfers of funds from the employer bank account. The
example below assumes the employer has no applicable credits.

Alert!

Submitted work reports can generate multiple invoices to account for member
plans and tiers. Examples may include defined benefit, defined contribution, and
hybrid plan contributions, as well as disability and health insurance subsidy
contributions for DC-only public safety and corrections members. Please see
training guides for Submitting Contribution Files for additional details.
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11 Users must select the appropriate invoice(s) for payment by clicking the box next
to the invoice.

12 Users must click next to continue.
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13 Employer users with multiple bank accounts must ensure the correct bank
account is selected before clicking next to proceed.

14 Payment details can be reviewed before proceeding with authorization of
payment by clicking confirm.
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15 With payment authorization confirmed, users will see the payment date and
status in the EFT Payment History section at the bottom of the screen.

16 Payments made during business hours and prior to the daily cut off time will
result in a Queued status, indicating that the bank file will be exported for
processing before the payment will settle. The Queued status will remain until the
PSPRS bank receives funds from the employer bank, at which time the status will
update to Issued.

Payments made after the daily cut off time will display as Active pending file
export and display as Queued until the payment is batched. The status will display
as Issued when payment is processed and received by PSPRS.
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