STARS Employer Training

Entering Insurance Changes — Importing Files

STARS




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

STARS

Username or Phone Number or Email

Password ®

Forgot Username Reset Password
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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.

~ [ Emplayer - Employers x |+

& O & hitpsy/azpsprsprodaadess.v3locitydev.com/select/01f7bla3-ee22 -4013-8d12-a8a96

ZL [f1 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT
s

® Gl

‘Welcome NIPID

Last Login: 1:46 pm yescerday

List of Employers Y ®
5YS Employer Group
D Employer Name Code Roles
SUPERSTITION FIRE AND MEDICAL
14 PSP loye:
8 DISTRICT SPRS Employer
" SUPERSTITION FIRE AND MEDICAL T .
9148 DISTRICT PSPRS Local Beard
00k SUPERSTITION FIRE AND MEDICAL Retirement
= [y DISTRICT System

From the Home page, employer users must start the insurance import process by
3 o , e
clicking the Imports tab in the left navigation pane.

[ 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT
ARS

How can we help you today?

B Documents
Add Retiree to

+8 Add a Retired member to roster
B Secure Message Roster
™ Contact Us &% Retirees Roster.
M Retiree Insurance (2] User Profile Update password, security questions or user name

ah Roster

B import Important Links
mports

M Reports Nationwide plan sponsor homepage for DC contribution remittance and payment

E Administration Member forms and resource documents
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Employer forms and resource documents

Welcome NIPID ‘ a0 @ 3

Last Login: 11:32 am today

@

rently to display.
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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.

] 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT L,Lwe‘f?EEN,‘T? ‘ | BNO) @ 2
ARS. ast Login: 11:32 am toda;

A Home
Import History 10 @

B Documents
Sort: Import Header Id (Descending) Q

B secure Message
After the Validate or Process action is completed, please refresh the browser to view the updated status of the submitted import file.

M ContactUs

Fill
Import Process Inserted File Import stat Submited Plrzcess Rows Rows Rows Rows
- i us
M Retiree Insurance Header Id Flag Date Definition Description By St Loaded Added Deleted Processed

2% Roster mports not available for Employer

M Reports

Bl Administration
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5 Users must complete all required fields, starting with the type of file (INTOO06 -

Insurance Changes) that will be imported. Users must also upload a file through
the Browse function and add a Description of the file.

Upload a File

Import Selection Parameters Confirmation
Type of Impore*

INTO06 - Insurance Changes

Choose file for upload*

H_8006_Retiree_088398_F_Med_Dent.xlsx Browse

Description®

088398 Med Dent Retiree Spouse
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6  Verify that the provided information is correct and click next.

Upload a File

Import Selection Parameters Confirmation

Import Message

Please ensure the file contains valid Transaction Codes for all the records before uploading the file.

Billing Entity
8006-SUPERSTITION FIRE AND MEDICAL DISTRICT

| Previous

7  Users will click Confirm to submit the file.

Upload a File

Import Selection Parameters Confirmation

Import Definition

INTOO6 - Insurance Changes

file name
H_8006_Retiree_088398_F_Med_Dent.xlsx

Description

088398 Med Dent Retiree Spouse

Import Message
Please ensure the file contains valid Transaction Codes for all the records before uploading the file.

Billing Entity *
8006-SUPERSTITION FIRE AND MEDICAL DISTRICT

| Previous
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) Users will receive a message in prominent green text box confirming the file has

been submitted.

[ 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT

ARS.

A Home
Import History

B Documents
Sort: Import Header Id (Descending) 0

B secure Message

M ContactUs

& Your import file has been submitted X

Welcome NIPID
Lest Login: 11:32 am today

2o @=

Add Import "o @

After the Validate or Process action is completed, please refresh the browser to view the updated status of the submitted import file.

I rt Fil
N PO Process Inserted : . Import Submited ge Rows Rows Rows Rt
Actions Header A D File Definition Desciipti Status B Process baded Adided Daleted P
M Retiree Insurance id ag ate escription Y St oade: ed Deleted Pi
088398 Med
Roster . 03/08/2026 Not
5 3663 Ready INTOO6_INSURANCE_CHANGES Dent Retiree o NLIMFEG 4
1:58:40 PM Shane Processed

8 Imports B it .

M Reports

Bl Administration
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Tip! Once the file is submitted users will need to manually validate the health

insurance file.
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Users must click the three-dot menu (snowman) under the Actions column to
view the menu and click Validate.

[ 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT
ARS

A Home
B Documents

B Secure Message

™ Contact Us

@B Retiree Insurance
Roster
M Reports

Bl Administration

10

ZARS

A Home

B Documents

B Secure Message
M ContactUs

M Retiree Insurance
ah Roster

M Reports

E Administration

Import History

Sort: Import Header Id (Descending) Q

Welcome NIPID
Last Login: 11:32 am today

a0 @s=

Add Import 1’0 @]

After the Validate or Process action is completed, please refresh the browser to view the updated status of the submitted import file.

|
mpott Process
Header

Flag

Id

Actions

: 3663 Ready

Process

Void

View Errors

View Import Parameters

Import History

Sort: Import Header Id (Descending) €3

The imported file will now display as Validated.

Fil
Inserted File Definiti Import Stit Submited Plrzcess Rows Rows Rows Rt
Date setsnion Description MR By e Loaded Added Deleted Pi
088398 Med
03/08/2026 Not
INTOO6_INSURANCE_CHANGES Dent Reti NLIMFEG 4
1:58:40 PM - - ENtREEE  processed
Spouse
>
Privacy Policy | Disclaimer | ©2022 Public Safety Personnel Retirement System
Welcome NIPID

[ 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT

Sort: Import Internal Name (Ascendin... €

Lest Login: 11:32 am today

20 @=

Add Import ‘e @

After the Validate or Process action is completed, please refresh the browser to view the updated status of the submitted import file.

I rt Fil
Actions I-Il.: Z:er Process Inserted File Definition =] Import Stat Submited Plrzcess Rows Rows Rows
Fla Date we Lemgon = Description AL By Loaded Added Deleted
Id Start
088398 Med
. : 03/08/2026 Validated 03/08/2026
5 3663 Validated 1:58:40 PM INTO06_INSURANCE_CHANGES SD:,;;S:WEE Successfully NLIMFEG 1-59:08 PM
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11 Users will click the file number under the Import Header ID column to review
the file.

5] 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT B e ‘ 2 0@

ARS.

A Home
Import History Add Import 1’0 @

B Documents
Sort: Import Header Id (Descending) 0

B secure Message
After the Validate or Process action is completed, please refresh the browser to view the updated status of the submitted import file.

M ContactUs Tmport ) =
N Process Inserted : . Import Submited Rows Rows Rows
Actionsf§ Header A D File Definition Descripti Status B Process Liaded: Added ‘Dekced
I Retiree Insurance d ag ate escription y i oade ed Deletes
088398 Med
Roster . 03/08/2026 Validated 03/08/2026
A 3663 Validated INTOO6_INSURANCE_CHANGES Dent Reti NLIMFEG
5 aldated  1.58:40 pM = = Segusee €€ successfully 1:59:08 PM
Imports - & .

M Reports

Bl Administration
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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.

Z\’ ] 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT Y N ‘ s 0o@a=
ARS

Last Login: 11:32 am today

Imports / Import Details

A Home ) i
Process QView Errors :

B Documents

ecure Message mport Summai

S Messag Import S ry

™ Contact Us Import Name I Description Header Status Process Flag Start Date Subnitted by
INTOO6 - Insurance 3663 088398 Med Dent Validated Successfully Validated 03/08/2026 NLIMFEG

8 Retiree Insurance Changes Retiree Spouse

ah Roster

Import Details [ Edit | ¥ & @
=

We are experiencing an internal server problem. Please try again later. (019¢

1-cadc-7d65-a0e9-0b27b42e89ef)

M Reports

Bl Administration

Made with Scribe - https://scribehow.com




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.

Import Detail Error ExportError List (& X

Row Type Exception Filter ~ Message Attribute Name

3 Warning Import_Warnings Dependent not available in system 867231469.
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14  Select Process to complete the file submission.

f ] 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT Y N ‘ s 0o@a=
ARS

Last Login: 11:32 am today

Imports / Import Details

A Home )
Process § View Errors

B Documents

P Secure Message Import Summary @
™ Contact Us Import Name [ Description Header Status Process Flag Start Date Submitted by
INTOO6 - Insurance 3663 088398 Med Dent Validated Successfully Validated 03/08/2026 NLIMFEG

@B Retiree Insurance Changes Retiree Spouse

ah Roster

Import Details | EdEE | ¥ @
=

We are experiencing an internal server problem. Please try again later. (019ccf42-8e2c-7ee6-

M Reports

Bl Administration

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.

f ] 8006 - SUPERSTITION FIRE AND MEDICAL DISTRICT Y N ‘ s 0o@a=
ARS

Last Login: 11:32 am today

A Home
Import History Add Import 1’0 @]

B Documents
Sort: Import Header Id (Descending) € Sort: Import Header Status (Ascending) €

B Secure Message

After the Validate or Process action is completed, please refresh the browser to view the updated status of the submitted import file.

™ Contact Us

Import File

; Process Inserted 2 . Import = Submited Rows Rows Rows
Actions Header A D File Definition D s Status =] Process toaded. Added Deleted
B Retiree Insurance i ag ate escription By L oade: ed Delete
088398 Med
&% Roster 03/08/2026 Processed 03/08/2026
H 3663 C leted INTOO6_INSURANCE_CHANGES Dent Reti NLIMFEG
OMPIELES 4 .c8:40 pM 5 = CMEREIES  successfully 2:03:00 PM
—
mports

M Reports

Bl Administration
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