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Local Board Self-Service
This guide demonstrates the process of uploading local board minutes and updating
user access within the system. Local board users will learn how to navigate to the
correct sections, upload necessary documents and manage user permissions
effectively. This guide also shows local board users how to perform pension estimates
for retiring members.

1 Local board users will enter their Username and Password and click Sign in.

Tip! Local board system id begins with the 9000 series.



Made with Scribe - https://scribehow.com 2

2 Local board administrators and authorized users will land on the Home page after
logging into STARS.

3 Users will select the Documents tab and use the Upload Documents feature to
upload local board related information such as local board minutes.
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4 Users can use the Upload or drag and drop feature to upload documents.

5 Users will select the appropriate document type through the What is this for?
drop-down menu.
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6 Users will click Description to name and describe the file to be imported.
Employers can use their discretion on descriptions and can include dates or other
information.

7 With files designated by type and described, users will click Upload.
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8 Users will click Complete.

9 Successful file uploads are confirmed by the prominent green text box.
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10 The Secure Message tab and feature is used by STARS users – both
administrators and staff – to communicate with PSPRS about pension
administration. This function replaces the need to contact PSPRS by email or
phone and offers a streamlined service should employers and local boards have
difficulty performing tasks through STARS. This function allows users to send
secure messages to PSPRS and PSPRS to reply . To use the Secure Message
function click New Message in the upper right corner.



Made with Scribe - https://scribehow.com 7

11 The Administration tab is for and accessible only to individuals appointed by
their local board to serve the highest administrative role in STARS. Administrators
assign new local board users and roles and access levels related to local board
administration. This page also lists the current staff members who have access to
the local board self-service portal, and has the filter function (the funnel icon) to
allow for detailed searches. The upper right part of the screen enables
administrators to add new local board users by selecting Add Local Board User.
Providing staff access is a two-step process requiring use of the Local Board Info
and Administration tabs.
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12 The Sessions tab will be used by PSPRS to notify local board of upcoming training
sessions. Attendees will be able to enroll via this area and administrators can
enroll staff to attend training.
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13 The Local Board Info hosts information related to carrying out PSPRS-related
administrative tasks. This tab contains the local board system identification
number and local board members, secretary and legal counsel. Please note that
STARS contacts must be authorized through the Administration tab functions to
gain system access. The Local Board Info tab appears as follows when opened:
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14 Users will click the Add Contact tool from the Local Board Info page to follow the
steps through the "Wizard" to add a local board contact. This completes the
process of adding a new contact.

15 To perform pension estimates for members, local board users will click on the list
of employers from the Home page.



Made with Scribe - https://scribehow.com 11

16 The local board user will click the employer sys id and review the message
regarding estimates.

17 The local board user will click the SSN of the appropriate member to continue.
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18 The local board user will click Pension Estimates.
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19 The local board user will click the New Estimate feature.

20 The user will click Agree and Proceed.
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21 The local board user will click the retirement option under the When would you
like to retire? drop-down menu.
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22 The local board user will give a title to the estimate through the Name your
Estimate field and click next.

23 Users will review and select next.
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24 Users will review the estimate and click Confirm.
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25 The estimate has been saved successfully as confirmed by the prominent green
text box.
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