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Entering Insurance Changes – Importing Files
Learn how to import retiree health insurance files into STARS. This process notifies
PSPRS of retiree enrollments in employer-administered health insurance plans to
ensure appropriate pension deductions and subsidy calculations. It is also used to
provide updates to retiree and dependent benefit elections and changes to
employer-administered plans, including premium changes. Follow these steps to
upload, validate, and process your insurance change files to ensure all data is
handled correctly.

1 Enter Username and Password to log into STARS
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2 Be sure you are logged into the 8000 series system ID (SYS ID) for administering
the insurance and requesting subsidy.

3 From the Home page, employer users must start the insurance import process by
clicking the Imports tab in the left navigation pane.
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4 Once clicked, the Imports tab opens and the page appears as follows. Click Add
Import on the right side of the screen to start the insurance file importing
process.
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5 Users must complete all required fields, starting with the type of file (INT006 -
Insurance Changes) that will be imported. Users must also upload a file through
the Browse function and add a Description of the file.
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6 Verify that the provided information is correct and click next.

7 Users will click Confirm to submit the file.
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8 Users will receive a message in prominent green text box confirming the file has
been submitted.

Tip! Once the file is submitted users will need to manually validate the health
insurance file.
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9 Users must click the three-dot menu (snowman) under the Actions column to
view the menu and click Validate.

10 The imported file will now display as Validated.
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11 Users will click the file number under the Import Header ID column to review
the file.
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12 Users will click the View Errors function on the right side of the screen to check
the file for any errors.
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13 Users must review for any issues and can export data through the Export Error
List feature. In the example below, STARS notifies the employer through a
warning that information for a retiree’s dependent should be updated.
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14 Select Process to complete the file submission.

Tip! The file has been successfully processed. On the last business day of the
month, pension payroll will be processed. The insurance updates and changes will
be available for viewing and a report can be run.
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15 Users can now view the status of the file, which will display as Completed under
the Process Flag column.
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