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Member Data - Changing Status (Manual)

This guide provides a step-by-step for manually updating member status such as
leave without pay, military leave, resume service or quit/terminate. It simply details
the steps needed to navigate the system, ensuring users can efficiently manage
member records. By following this guide, users can ensure accurate and timely
updates, which is crucial for maintaining proper records and compliance. It's an
essential resource for anyone involved in member management within the
organization.

& Before You Begin

* You must have access to the STARS system at http://www.employer.psprs.com.

* Ensure you have the member's identifying information (Name, Social Security Number,
or PSPRS ID Number).

* You must be authorized to make employment status changes.

1 Enter Username and password to log into STARS.

STARS

sername pr Phone Number or Email

A4

Password ®

Sign In

Forgot Username Reset Password
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http://www.employer.psprs.com

2 Choose the employer account (0190 in this example), then click on the
Roster tab in the left hand navigation panel.
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To search for the member, go to the upper-right corner, click the Filters
icon (it looks like a funnel). The Filters panel will appear.
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The Filter option allows employers to search by first name, last name, last
four of social security number or PSPRS ID. Enter the member’s information
and press Enter on your keyboard.
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5 Locate and click on the member’s linked Social Security Number to view
Employee Details.
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Scroll down to the Member Employment Details section and click the Edit tab to
begin editing.
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7 In the Edit Member Contract window click Add new Record.

Edit Member Contract
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8  Click Effective Date* Calendar icon.

Edit Member Contract
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9 From the Effective Date dropdown calendar, select the date when the new status
becomes effective.

Edit Member Contract
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10  Under Employment Status, open the dropdown menu

Edit Member Contract
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11 Select the appropriate new status (e.g., Leave Without Pay, Quit/Terminated, Resume
Service, Military Leave etc.).
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Tip! Use Resume Service for those returning from military leave or leave without
pay. Use Hired - Return to work for retired members returning to work.

12 save the Update. After entering all required information, click Save.
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13 A green confirmation message will appear: U “Successfully updated the member

contract.”
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14 Verify the Update in the Member Employment Details section. Confirm
that the new record appears with the correct effective date and status.
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15 This completes the member’s status update in STARS.
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