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Entering Insurance Changes – Manual Entries
Learn how to enter retiree health insurance changes into STARS through manual (one
at a time) entries. This process notifies PSPRS of retiree enrollments in
employer-administered health insurance plans to ensure proper pension deductions
and subsidy calculations. It is also used to give updates on retiree and dependent
benefit elections and changes to employer-administered plans, including premium
changes. Processing your insurance change files ensures 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 To begin the process of entering retiree insurance changes manually (one at a
time) users will click the Add Retiree to Roster or Roster features from menu.
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4 To add or find a Retiree to enter changes start by entering their Social Security
number in the SSN* field.

5 With the Social Security number entered, STARS has located the retiree. The
employer user will verify the information and select next.
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6 The user will select the retiree’s Plan and Start Date.
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7 Users will select and click Confirm to enter a retiree or select and click Confirm
and Enroll if ready to also enroll the retiree.

8 STARS will confirm the retiree’s enrollment via message in the prominent green
text box.
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9 Users will click the three-dot-menu (Snowman) and select new enrollment to
continue.
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10 Employer users will select new coverage and review the retiree’s dependents (if
any) and click Continue.

11 Users will enter the retiree Coverage Effective Date in the Event Details field and
click Next.
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12 Users will select the policies to add or modify and click next.
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13 The Error notice in this example advises that member is already enrolled in
coverage but the user will click next.

14 In this example, the Medical policy is selected.
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15 Users will select the appropriate coverage Tier for the retiree and click continue.
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16 Users will complete the coverage questions and click continue.

Tip! The No Deduct field lets employers notify PSPRS if the insurance premiums
should be deducted from the retiree’s pension or if the health insurance subsidy
needs to be applied. Choose Yes to apply the subsidy or No to do a pension
deduction
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17 Employer users will review information and Coverage and Cost Summary. Users
will click previous to change information or save and continue.

18 Users will confirm and click Finish Enrollment.
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19 Users can view the added retiree information through the Roster tab.
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