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Logging In
 Test Members Portal access: https://portal.joinstar.co.uk/

 Access to the Portal is linked to your Microsoft Office account. Please ensure you use your corporate login details. 
An authentication email with a one-time code will be sent to your email account.

 If you have trouble accessing the portal please check with your IT department to ensure the URL is added to your 
approved whitelist 

 For added security, we have introduced two factor authentication (2FA), which will be required each login. Please 
follow the onscreen instructions to set-up using your mobile number, every login you will be sent a verification code 
to access. 

3



1

2

5 6

7 8

1. User information and sign out.

2. Location indicator.

3. Organisation information

4. Organisation/brand/product SLA details. The reference 

below your organisation/brand/product name is your 

STAR reference number.

5. Quick access to submit MI.

6. Quick access to this User Guide.

7. List of outstanding MI submissions for the year.

8. List of submitted MI submissions.

9. Organisation information. To make changes in the portal 

for a specific company/brand SLA, please ensure this is 

correctly selected and displayed as shown in point 3, 4 

and 9.
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Submitting MI

Members



1. Outstanding MI submissions in red. Completed in green.

2. 4 step process for submitting MI. Upload, validate, review your entries and submit.

3. To submit MI, click ‘SELECT A FILE’ and browse to where your file is saved on the network and click on “ok”.

4. Supplementary MI Button – click here to access the MI form and choose which product you want to submit for (once processed this button will 

disappear until the next window is open)
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1. Once submitted, you will see an overview of where you are in the submission process.

2. Review table of MI submissions.

3. Once you are happy with your MI entries, select the submit button.
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1. Easily navigate through the MI summary below and review 

your entries. The information column provides detail on the MI 

validation. 

2. Blue fields indicate file has already been submitted, please 

note clicking submit will override all previous entries.

3. Green fields indicate file has passed MI validation.

4. Red fields indicate issues with the MI submission and  reason 

for rejection.

5. Once reviewed, click the “submit” button (see previous slide).
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1. The overview MI submission process is updated to show MI has been submitted.

2. Confirmation message that MI submission has been successful. Please note that if you wish to make another submission, you 

just need to click back on step 1 ‘Upload MI File’.
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MI Data Analysis

Members



1. View all MI submissions for your organisation/brand or product level.

2. Quick access to Group and brand/product SLA level.

3. Sort by selecting any column heading and then by using ascending/descending arrow.

4. Search for MI under any header using the free text field.
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Supplementary MI 

Submission 



1. After choosing your product this form opens and the date period is already pre-populated for your submission.

2. Depending on the product category you have choose depends on which questions will be visible to you, if you click o the (i) button on each question 

you will be able to see the definitions but this is also noted on the next page. 
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Supplementary MI Questions
 Each form submission is tracked by time of input & user name

 A separate form must be submitted for each product registration

 Do not include any details which can identify your firm or reference to any other firm within the free text section as 
this information will be shared with the ASG 
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Question ISA/
GIA

PSS/
OCP 

Asset 
Manager

Metric Definition

What percentage of all transfers completed for 
this period have been reported? 

Y Y TFERPC This is the number of cases reported as a % of your total number of 
transfers completed for this product, including both electronic and 
manual cases. 

What percentage of your electronic cases have 
been reported?

Y Y ELECPC This is the number of cases reported as a % of your electronic 
transfers completed for this product.

What percentage of cases reported have had a 
TeX delay? (If applicable)

Y TEXDELAY Only applies if you report through TEX

Are the STAR customer communication 
principles being followed?

Y Y STARCCP You can review the principles on our website here  
https://joinstar.co.uk/wp-
content/uploads/2021/11/Communication-Principles.pdf  

Please provide details of any outliers and 
mitigating circumstances to be submitted to 
STAR?

Y Y MITIG To support your accreditation.

Are you able to support electronic share class 
conversion requests?

Y ESCC

https://joinstar.co.uk/wp-content/uploads/2021/11/Communication-Principles.pdf


1. Location Indicator, not visible to MI Supplier

2. Sort by selecting any column heading and then by using ascending/descending arrow.

3. Search for any value under any heading using the free text field.

1

2

3

2



Viewing contact details



1. View all contacts for your organisation.

2. Quick access to Group and brand/product SLA level.

3. Sort by selecting any column heading and then by using ascending/descending arrow.

4. Search for MI under any header using the free text field.

5. High level contact details can be viewed by selecting name. To manage contacts, please go to “User Registration” tab.
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Your private documents



This area is secure and can be used by your organisation to store sensitive information relating to your involvement with STAR. It is 

private to your organisational group and is not user specific, all registrations under the group can see all documents added if they 

have the relevant permissions. 

1. You can use create a new folder and easily upload any files to this private documents area.

2. Documentation stored in this folder can be exported to excel or PDF. Please note, only those contacts with the correct 

permissions can access, view, upload and extract documents saved in this area.

3. Documentation can be deleted if needed.
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STAR shared documents



This area is used by STAR to store important information, which cannot be stored on the website. 

1. You cannot upload any documentation to this area, however, you can access, view and extract in excel or PDF.
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Managing your users



1. Organisation/brand/product level.

2. Brand/product level.

3. List of unregistered users.

4. You can add/update a user (see next 

slide).

5. Once the user has been added and 

email verified, you can drag them to the 

registered list.

6. Registered user list.

7. You can view user details and 

permission levels.

8. Users can be edited and deleted as 

needed. Please note, this is your 

responsibility to keep up-to-date.

9. Page navigation.

10. Collapse chevron if you are unable to 

see the edit user button.

1
2

3 6

4

5
8

7

9

10



1. To add a new user, select add (as per previous slide).

2. Complete all fields of the online user form, permission level and select save. An email verification will be sent to the users email.

Once the email has been verified, the user will appear in the “Not registered” user list. To activate, drag the user details to the 

“Registered User” list on the right hand side.
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Overview of how the permissions are assigned to each user role

Y – Give the user access to that section 

N – User will not be able to see the section
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Vendors

Introduction



Access
• You do not need to have multiple logins for each client.

• As a supplier, you will only see the ‘MI submission’ area and no company specific data, 

except the data you are uploading.

• STAR manages the list of your approved users, granting access to each client. This ensures 

the same user list is applied to each SLA group and/or brand registered for that client. Please 
note:

• STAR will apply this on each registration, meaning immediate access to the STAR Portal

• This ensures each account always has the exact same user list

• Enables multi-upload of MI files for all your clients

• If you register different user accounts for different clients, you will need to login multiple times to upload MI files 

separately for each client. Having one set of approved ‘submitters’ allows access to cover leave etc.

• For security we have 2FA login set-up, which is linked to a phone number. This number 

needs to be registered as part of user set-up. Please note that using a shared mailbox will 

only allow one phone number to which the code will be sent on every login. 

• When STAR registers a user for the first time, an activation email will be sent to confirm the user. This is only done 

once. Any further registrations of other clients are added to the existing user account, however, you will be notified.

• Please notify STAR if you wish to remove, change or add a new user to your approved list. 

This allows a bulk change from the system rather than requesting each client to make the 

change.

• There is a slight change in the process for Origo. Before we can add a user for new product 

registrations for any member firm, we require the vendor to notify STAR of the ‘Origo

company name’. Without this Origo will not be able to submit MI on behalf of its clients.
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Vendors

Submitting MI



1. Outstanding MI submissions in red. Completed in green.

2. 4 step process for submitting MI. Upload, validate, review your entries and submit.

3. To submit MI, click ‘SELECT A FILE’ and browse to where your file is saved on the network and click on “ok”.
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1. Once submitted, you will see an overview of where you are in the submission process.

2. Review table of MI submissions.

3. Once you are happy with your MI entries, select the submit button.
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1. Easily navigate through the MI summary and review your 

entries. The information column provides detail on the MI 

validation. 

2. Blue fields indicate file has already been submitted, please 

note clicking submit will override all previous entries.

3. Green fields indicate file has passed MI validation.

4. Red fields indicate issues with the MI submission and reason 

for rejection.

5. Once reviewed, click the “submit” button (see previous slide).

1

3

2



1. The overview MI submission process is updated to show MI has been submitted.

2. Confirmation message that MI submission has been successful. Please note that if you wish to make another submission, you 

just need to click back on step 1 ‘Upload MI File’.
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Vendors 

MI Data Analysis



1. Quick access to Group and brand/product SLA level.

2. Sort by selecting any column heading and then by using ascending/descending arrow.

3. Search for MI under any header using the free text field.
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It may not be copied without specific prior written consent from CT Holding and Services Limited.

© 2022 CT Holdings and Services Limited

If you have any questions regarding how to use The 

Members Portal or about the STAR initiative, please do 

not hesitate to contact us.

enquiries@joinstar.co.uk

www.joinstar.co.uk

mailto:enquiries@joinstar.co.uk
http://www.joinstar.co.uk/

