STARS Employer Training

L.ocal Boards Self-Service

STARS




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.

STARS

Username or Phone Number or Email

Password ®

Forgot Username Reset Password

@ Tip! Local board system id begins with the 9000 series.
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2 Local board administrators and authorized users will land on the Home page after
logging into STARS.

ARS.

Shortcuts
B Documents
B User Profile View user profile information
B Secure Message
%% Help and SupportNeed help - contact us
B Administration
H sessions
Fags
it Local Board Info
> Al

M ContactUs

> Life Events
> Password Help
> Processing

> Service Credits

©2022 Public Safety Personnel Retirement System

Welcome JAYVAUGZZ ‘ a0 G 3

Last Login: 2:04 pm yesterday

® News @

No News currently to display.

Users will select the Documents tab and use the Upload Documents feature to
upload local board related information such as local board minutes.

[ 9217 - WICKENBURG FIRE DEPARTMENT
ARS

A Home

Documents
Image Document Name
B Secure Message
No documents available for local board

B Administration

g Sessions

% Local Board Info

™| Contact Us

©2022 Public Safety Personnel Retirement System
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Welcome JAYVAUGZZ ‘ a0 e 5

Last Login: 2:04 pm yesterday

Upload Document | ¥ (@

Description Date

You will need the Adobe Acrobat Reader software to view or print the forms. If you do not already have this FREE software, you may get it by clicking here.




4  Users can use the Upload or drag and drop feature to upload documents.

Upload Documents

In this screen, you can upload documents from your device. Begin by
interacting with the upload icon below.Click to upload, or drag and drop files
here.

i”DF Mesa 017 018 o
Ao 1.22MB pdf Tobeuploades  What is this for?* . Description

5 Users will select the appropriate document type through the What is this for?
drop-down menu.

Upload Documents

In this screen, you can upload documents from your device. Begin by
interacting with the upload icon below.Click to upload, or drag and drop files
here.

/]

© LFDF] Mesa 017 018
1.22MB pdf To be uploaded What is this for?*

Dedfription

Meeting Minutes

General Correspondence - Employer

ER - Local Board
Local Board Minutes

IME Report

—_—————
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Users will click Description to name and describe the file to be imported.
6 Empl o : o :
ployers can use their discretion on descriptions and can include dates or other
information.

Upload Documents

In this screen, you can upload documents from your device. Begin by
interacting with the upload icon below.Click to upload, or drag and drop files
here.

POF] Mesa 017 018 What is this for?*

1.22MB pdf To be uploaded Local Board Minutes

I Description
| |

7  With files designated by type and described, users will click Upload.
Upload Documents

In this screen, you can upload documents from your device. Begin by
interacting with the upload icon below.Click to upload, or drag and drop files
here.

' Mesa 017 018 R L B0 B Description
Aol 1.22m8 pdf To be uploaded Local Board Minutes ~ 03/19/2026

Cancel Upload
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8  Users will click Complete.

Upload Documents

V|
Mesa 017 018 Whatisthis for? pan
1.22MB pdf Uplosded Local Board Minutes 03/19/2026

Cancel

9  Successful file uploads are confirmed by the prominent green text box.

B 9217 - WICKENBURG FIRE DEPARTMENT LWEL"Uf’;iiAWAUGfZ ‘ a0 G 3
ARS @ You have uploaded 1 document X astlLogin: 2:04 pm yesterday

A Home

Actions Image Document Name Description Date
B Secure Message

Bl Administration

Documents Upload Document ¥ (®

By

Local Board Minutes 03/19/2026 03/19/2026 9:32:10 AM

E Sessions
You will need the Adobe Acrobat Reader software to view or print the forms. If you do not already have this FREE software, you may get it by dlicking here.
i Local Board Info

M Contact Us

©2022 Public Safety Personnel Retirement System
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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.

é"ﬁ 7 9217 - WICKENBURG FIRE DEPARTMENT WelcomaIrYyAUGZZ ‘ A B G 3

Last Login: 2:04 pm yesterday

A Home
Secure Message New Message f ¥ ®

B Documents

B Secure Message '

Bl Administration

| Inbox @ | Sent ’ Archive

Subject Message Date
‘ou have no messages to display

g Sessions.

it Local Board Info

™ Contact Us

©2022 Public Safety Personnel Retirement System
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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.

[ 9217 - WICKENBURG FIRE DEPARTMENT

ARS.

A Home
Local Board Users

B Documents

DESZZ
B8 Secure Message CHARBONNZZ
.

E Sessions

User Name

DESZZ.CHARBONNZZ@majesco.com

ACTIVE

i Local Board Info

Registered
Yes

Update User Access

™| ContactUs

©2022 Public Safety Personnel Retirement System
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JAYVAUGZZ
CARMZZ

JCARMZZ

ACTIVE

Registered
Yes

Ema

Update User Access

Welcome JAYVAUGZZ G
Last Login: 2:04 pm yesterday ‘ a0 3
Add Local Board User} ¥ (@

@ TYLAZZ SUTTZZ

User Name
TYLAZZ SUTTZZ@majesco.com
Status

ACTIVE

Update User Access



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.

5] 9217 - WICKENBURG FIRE DEPARTMENT Wl IAALCE? ‘ aQ G &
ARS Last Login: 2:04 pm yesterday

H
LR Upcoming Sessions Y @

B Documents

Session Topic  Start Date Time Available Seats Registration Required Meeting Type Meeting URL Meeting Password
B secure Message
There are no upcoming sessions available for registration

Bl Administration

i Local Board Info

Name Session Title Start Date Time Registration Status Guests, if any
™| ContactUs

There are no attendees available for upcoming sessions.

©2022 Public Safety Personnel Retirement System
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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:

[ 9217 - WICKENBURG FIRE DEPARTMENT
ARS

A Home

Welcome JAYVAUGZZ ‘ a0 G 3

Last Login: 2:04 pm yesterday

Local Board Demographics @

B Documents

Local Board Name

9217

Plan Group

WICKENBURG FIRE DEPARTMENT PSPRS
B Secure Message
Administration
8 Addresses Add Address (@ Contact Info et @
H sessions
- Contact Preference
ailing :
™ Local Board Info 788 21H28KOKPFR2KA44H STREET Emall Contactheeterence
073 S131787MPVBO76T5 STREET e
™| Contact Us WICKENBURG, AZ 85390
US - (888) 888-3888
Edit
UsS - (888) 838-8888
Work Email
testemail@vitechinc.com
Contacts Add Contact ¥ (@
Name Role Term Start Date Term End Date
ELLEZZ, 7AI77 LB Elected Member 12/01/2025 12/01/2027
CARMZZ, |AYVAUGZZ LB Elected Member 01/28/2026 01/28/2030
BENAFIEZZ, JARIZZ LB Appointed Member 12/31/2021 12/31/2025
CHARBONNZZ, DES77 LB Elected Member 01/28/2026 01/28/2030
SUTTZZ, TYLAZZ LB Elected Member 01/28/2026 01/28/2030

1 CafC
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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.

14

Add Contact

o 2] 3] ] 5]

Select Contact Enter Contact Address Contact Information Confirm Details
Details Information

Narrow your search by selecting your contact’s role.

Search Options
All-Individual

Search for an Existing Contact

Q  Search

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

;\’ B 9217 - WICKENBURG FIRE DEPARTMENT Welcome JAYWAUGZZ ‘ a0 G 5]
ARS Last Login: 2:04 pm yesterday

A Home

_ Shortcuts @ News ®@

B Documents
B User Profile View user profile information MNo News currently to display.

BB Secure Message
Rz Help and Support Need help - contact us
Bl Administration

E Sessions
Fags Y0
i Local Board Info
All
™ ContactUs 2
> Life Events

> Password Help
> Processing

> Service Credits

1©2022 Public Safety Personnel Retirement System
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16 The local board user will click the employer sys id and review the message
regarding estimates.

List of Employers

Sort: Role (Descending) €

SYSID

Name

Sort: Code (Descending) €3

Roles

Employer Group Code

Yo

217

WICKENBURG FIRE DEPARTMENT

Employer

PSPRS

To process an Estimate for member, Click on SYS ID with Roles = Employer and that will

display the Roster widget. Click on specific Member S5N to navigate to the drill-down and
click on Pension Estimate tab to process an estimate.

17  The local board user will click the SSN of the appropriate member to continue.

gf [ 0217 - WICKENBURG FIRE DEPARTMENT
ARS

Welcome JAYVAUGZZ
Last Login: 2:39 pm yesterday

2 0@=

Roster ExportRoster Y (@
ssn e pampnit GBI me S e e Sl S Pesmen e
XXX-XX-4872 129905 ELLEZZ, UMIZZ Hired Tier3 DB 10/07/2022 07/09/2022 No Active
XXX-XX-6723 133213 EZZ TARZZ Hired Tier3 DB 09/11/2023 09/11/2023 No Active
XXX-XX-7465 085437 GILZZ, BONZZB Entered DROP Tier 1 DB 07/22/2006 07/22/2006 No DROP
X 122980 GRESSEZZ, ZAEZZ Hired Tier 3 DB 06/23/2023 06/23/2023 No Active
122980 GRESSEZZ, ZAEZZ Quit/Terminated  Tier 3 DB 01/13/2021 10/15/2020 06/05/2023 No Active

RXX-XX-7755 084464 E:H;IZZZ' KHALZS Hired Tier 1 DB 08/04/2007 08/04/2007 No Active
XXX-XX-3261 140798 HADISZZ, TUSCAZZ  Hired Tier 3 DB 02/10/2025 11/12/2024 No Active
XXX-XX-4841 046764 HALALIZZ, RASHEZZ Quit/Terminated  Tier 1 DB 08/04/2007 08/04/2007  03/06/2011 Yes Active
XXX-XX-3856 084836 HARTZZ, ADKISZZ Hired Tier 2 DB 04/26/2014 04/26/2014 No Active
XXX-XX-8544 135938 HIEBKZZ, Hired Tier 3 DB 12/10/2023 09/11/2023 No Active
- CAIRISTIOZZ

11-200f 35 1€ < Page [ 2 ofd4 > >l

1©2022 Public Safety Personnel Retirement System
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18 The local board user will click Pension Estimates.

;f X [ 0217 - WICKENBURG FIRE DEPARTMENT
ARS

Roster / Employee Details

Employee Details I Pension Estimatssl Request

Member Info
Full Name SSN
GRESSEZZ, ZAEZZ KXX-XX-4722

Membership Detail

PSPRS ID Election Type
122980 DB

Hire Date Term Date
10/15/2020 06/05/2023
Servi rt Date Tier
01/13/2021 Tier3

DCRate Member Bek Id

Credited Service

Credited Service 5.136

Member Employment Details

Effective Date Rate Category

Made with Scribe - https://scribehow.com

Welcome JAYVAUGZZ
Last Login: 2:30 pm yesterday

DOB/Gender/Marital Status

07/13/1995 - Female -

Plan

PSPRS

Pasition

Current Employment Status

Quit/Terminated

Employment Status

Unknown

2 0@=

12



19 Thelocal board

user will click the New Estimate feature.

; \'. 7 0217 - WICKENBURG FIRE DEPARTMENT
ARS

Roster / Pension Estimates

Employee Details Pension Estimates Request

Instructions

Welcome JAYVAUGZZ
Last Login: 2:30 pm yesterday

2 0@=

The Pension Estimator Tool is a wizard-based tool to provide estimated pension benefits based upon member account data, along with additional inputs entered as part of the process. To begin an

estimate, please click on “New Estimate.”

Pension Estimates Summary

No data found

New Estimate

©2022 Public Safety Personnel Retrement System

20 The user will click Agree and Proceed.

RETIREMENT ESTIMATE CALCULATOR

o 2] (2] o (-]

Disclaimer Plan selection Assumptions Secondary
Assumptions

IMPORTANT NOTICE: The Estimate Tool does not produce an official final pension calculation.
The estimate is designed to provide you with reasonable results that are accurate to the
greatest extent possible. Actual pension benefit amounts are determined by careful and final
reviews of contribution history and credited service that occur between PSPRS and employers

when you initiate your retirement application.

This summary assumes you will continue to actively contribute until retirement, with no
interruptions. Additionally, final average compensation information is based on actual, but
unaudited contribution and salary information transmitted by your employer.

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

RETIREMENT ESTIMATE CALCULATOR

Disclaimer Assumptions Secondary summary
Assumptions

Please answer the following questions.

When would you like to retire?*

Date Specific
Age Specific
Earliest Retirement Date

Normal Retirement Date

T DT T

Member Details

Employment Information

Made with Scribe - https://scribehow.com
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The local board user will give a title to the estimate through the Name your
22 . . .
Estimate field and click next.

RETIREMENT ESTIMATE CALCULATOR

Disclaimer Assumptions. Secondary summary
Assumptions

Please answer the following questions.

When would you like to retire?*

Normal Retirement Date

l Name your Estimate

Projected Termination Date [3) Projected Purchasable Service

Reverse DROP Months Drop Date

Member Details

Employment Information

Previous

23  Users will review and select next.

RETIREMENT ESTIMATE CALCULATOR

Disclaimer Assumptions

Please answer the following questions.

Normal

Projected Termination Date

07/13/2050

No more records can be added!

Made with Scribe - https://scribehow.com



24  Users will review the estimate and click Confirm.

RETIREMENT ESTIMATE CALCULATOR
Step 4 of 4: Summary

Plan

Tier

Termination Date

Age as of effective date
Plan Service
Purchased/Transferred Service
Total Service

Non Credited Service
Credited Service

Effective Retirement Date

Options Summary

Normal Retirement
Annuitant amount

P ~
‘ Cancel ‘
\ J

Made with Scribe - https://scribehow.com

PSPRS

Tier 3

07/13/2050

55.001

29.451

0.000

29.451

0.000

29451

08/01/2050

Estimate Normal

$5,304.99

[ Previous

16



25 The estimate has been saved successfully as confirmed by the prominent green
text box.

g‘ 7 0217 - WICKENBURG FIRE DEPARTMENT
ARS

Roster / Pension Estimates

Welcome JAYVAUGZZ ‘ a0 G 3
@& Estimate created Successfully X Last Login: 2:39 pm yesterday N

Employee Details Pension Estimates Request

Instructions

The Pension Estimator Tool is a wizard-based tool to provide estimated pension benefits based upon member account data, along with additional inputs entered as part of the process. To begin an
estimate, please click on “New Estimate.”

Pension Estimates Summary New Estimate

Estimate Id

Calc Date Application Type

Estimate Name
109078 03/20/2026 DROP Eatimare Norma

©2022 Public Safety Personnel Retrement System
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