ScsTAR

Setting the standard
for smoother transfers

N

Portal User Guide




Contents

* Logging in
* Home page
* Submitting M

* Supplementary Ml

* M| data analysis

* Viewing contact details

* Your private documents
* STAR shared documents
* Managing your users




Logging In
* Test Members Portal access:

* Access to the Portal is linked to your Microsoft Office 365 account. Please ensure you use your
corporate login details. An authentication email with a one time code will be sent to your email account.

* 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.
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Sign in

< danielle.barrass@tisa.uk.com

danielle.barrass@tisa.uk.com [ Email Address

Enter password

Can't access your account?

Send verification code

Forgotten my password

Qh Sign-in options
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& MI Submissions

-~ STARTEST1
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@ MI Data Analysis

B Contact Details

& Private Documents :
Please email

Logged in as: Lisa.Lamont@criterion.org.uk
Sign Out (=

Welcome to

the STAR portal

if you require any assistance.

& Shared Documents |

8% User Registration

Submissions Not Yet Received

PERIOD PRODUCT(S)

November 2021 GIA, ISA, Personal Pension

User information and sign out.

Location indicator.

Organisation information

Organisation/brand/product SLA details. The reference
below your organisation/brand/product name is your
STAR reference number.

5. Quick access to submit MI.
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Recently Received

PERIOD PRODUCT SUBMITTED
October 2021 GIA, ISA, Personal Pensio 25 Nov by Danielle Barrass

October 2021 GIA, ISA, Personal Pension 15 Nov by Charles Southey

Quick access to this User Guide.

List of outstanding MI submissions for the year.

List of submitted M| submissions.

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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4 Home

a MiI Submissions

@& MiData Analysis
B Contact Details
a Private Documents
&% Shared Documents

282 User Registration

Logged in as: Lisa.Lamont@criterion.org.uk
Sign Out (=
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All Firms

Your Ml submission for November is due now

All currently-due submissions must be received by Monday 7 February, 2022

July 2021 ‘ August 2021 September 2021 October 2021 November 2021 [lecember 2021 January 2022 February 2022

Automatic Validation 3 Review Your Entries 4 Submit

@ Upload MI Data 2

Upload your submission...

(+3

@ File can be either XSLX or CSV. See here for specification.
SELECT A FILE

1. Outstanding Ml 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”.




Logged in as: Lisa.Lamont@criterion.org.uk

Sign Out (=
STARTEST 1
& MI Submissions Y MI b .. f N b . d
our submission 1Tor Novembper Is due now

All currently-due submissions must be received by Monday 7 February, 2022
€ MI Data Analysis
B Contact Details

July 2021 August 2021 September 2021 October 2021 November 2021 December 2021 January 2022 February 2022

& Private Documents
& Shared Documents

@ Upload MI Data @ Automatic Validation @ Review Your Entries 4 Submit

#2% User Registration

Validation Successful: Review your submission m

File Name Row # Group Reference Brand Reference Month Year ProductType Metric Sub Metric Value Status Info

1. test_isa.gia-10.xlsx 1 59999 59999201 10 2021 ISA EE] A 1000 Resubmitted Entry already submitted previously
1. test_isa.gia-10.xlsx 2 59999 59999201 10 2021 ISA EE] B 205 Resubmitted Entry already submitted previously
1.test_isa.gia-10.xlsx 3 59999 59999201 10 2021 ISA CPJ A 800 Resubmitted Entry already submitted previously
1.test_isa.gia-10.xlsx 4 59999 59999201 10 2021 ISA CPJ B 18.5 Resubmitted Entry already submitted previously
1.test_isa.gia-10.xlsx 5 59999 59999y01 10 2021 GIA EEJ A 500 Resubmitted Entry already submitted previously
1.test_isa.gia-10.xlsx 6 59999 59999y01 10 2021 GIA EEl] B 23.4 Resubmitted Entry already submitted previously
1.test_isa.gia-10.xlsx 7 59999 59999y01 10 2021 GIA CPJ A 500 Resubmitted Entry already submitted previously

Fir A e T e e cooao COO00s.N1 2021 D 23 4 Dbt~ 4 Fntry alreadv submitted previously

1. Once submitted, you will see an overview of where you are in the submission process.

2. Review table of M|l submissions.
3. Once you are happy with your MI entries, select the submit button.



‘ Logged in as: Lisa.Lamont@criterion.org.uk
' . Sign Out (=
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STARTEST 1
1.test_isa.gia-10.xlsx 4 59999 59999701 10 2021 ISA CPJ B 18.5 Resubmitted Entry already submitted previously
1. test_isa.gia-10.xlsx 5 59999 59999y01 10 2021 GIA EEJ] A 500 Resubmitted Entry already submitted previously
@ Ml Data Analysis 1.test_isa.gia-10.xlsx 6 59999 59999y01 10 2021 GIA EEJ B 23.4 Resubmitted Entry already submitted previously
1.test_isa.gia-10.xlsx 7 59999 5999901 10 2021 GIA CPJ] A 500 Resubmitted Entry already submitted previously
B Contact Details 1. tost_isa.gia-10.xlsx 8 59999 59999y01 10 2021 GIA cP) B 234 Resubmitted Entry already submitted previously
PO— 1. test_isa.gia-11.xlsx 1 59999 59999201 11 2021 ISA EEJ A 1000 Validated
1. test_isa.gia-11.xlsx 2 59999 59999201 11 2021 ISA EEJ] B 205 Validated
B Shared Documents 1. test_isa.gia-11.xlsx 3 59999 59999201 11 2021 ISA cPl A 800  Validated
1.test_isa.gia-11.xlsx 4 59999 59999201 1 2021 ISA CPJ B 185  Validated
&% User Registration 1. test_isa.gia-11.xlsx 5 59999 59999y01 11 2021 GIA EEJ A 500  Validated
1. test_isa.gia-11.xlsx 6 59999 59999y01 11 2021 GIA EEJ] B 234  Validated
1. test_isa.gia-11.xlsx 7 59999 59999y01 11 2021 GIA cPl A 500  Validated
1. test_isa.gia-11.xlsx 8 59999 59999y01 11 2021 GIA CPJ B 234 Validated
1.test_isa.gia-NEW kejected testxlsx 1 2779T a27999zU1 1Y 2021 5A EEJ A 100U Resubmitted ='HY <ECUY SUUTTIELT PTEVIOUSTY
1. test_isa.gia-NEW Rejected test.xlsx 2 59999 59999201 10 2021 IsA EEJ B 20.5 Resubmitted Entry already submitted previously
1. test_isa.gia-NEW Rejected testxlsx 3 59999 10 2021 ISA cPJ A 800  Rejected Brand Reference missing
1.test_isa.gia-NEW Rejected testxlsx 4 59999 59999201 10 2021 ISA CPJ B 18.5 Resubmitted Entry already submitted previously
1. test_isa.gia-NEW Rejected test.xlsx 5 59999 59999y01 10 2021 GlA EEJ A 500 Resubmitted Entry already submitted previously
1.test_isa.gia-NEW Rejected testxlsx 6 59999 59999y01 10 2021 GIA EE B 234 Rejected  Thesupplied metric EE is not valid
1.test_isa.gia-NEW Rejected test.xlsx 7 59999 59999y01 10 2021 GIA CPJ A 500 Resubmitted Entry already submitted previously
1.test_isa.gia-NEW Rejected test.xlsx 8 59999 59999y01 0 2021 GIA CPJ B 23.4 Rejected  Novalid period (Month & Year) could be found. Make sure these are record{d as

Easily navigate through the Ml summary below and review 3. Green fields indicate file has passed MI validation.
your entries. The information column provides detail on the Ml 4. Red fields indicate issues with the MI submission and reason

validation. for rejection.
Blue fields indicate file has already been submitted, please 5. Once reviewed, click the “submit” button (see previous slide).
note clicking submit will override all previous entries.



Logged in as: Lisa.Lamont@criterion.org.uk

Sign Out (=
STARTEST 1
= MI Submissions b . . f b . d
Your Ml submission for November is due now
All currently-due submissions must be received by Monday 7 February, 2022
@& MI Data Analysis
B Contact Details
July 2021 August 2021 September 2021 October 2021 November 2021 December 2021 January 2022 February 2022
& Private Documents
& Shared Documents
@ Upload MI Data @ Automatic Validation @ Review Your Entries @ Submit
2% User Registration
Submission Successful. You can now close the browser or make another submission.
File Name Row # Group Reference Brand Reference Month Year Product Type Metric Sub Metric Value Status Info

0 STARTEST 1 STAR test 2 0 0 ISA Ceding Party Journey Days to Complete 18.50 Submitted
0 STARTEST 1 STAR test 2 0 0 ISA Ceding Party Journey Transfers Completed 800.00 Submitted
0 STARTEST 1 STAR test 2 0 0 ISA End to End Transfer Time Days to Complete 20.50 Submitted
0 STARTEST 1 STAR test 2 0 0 GlA End to End Transfer Time Transfers Completed 500.00 Submitted
0 STARTEST 1 STAR test 2 0 0 ISA End to End Transfer Time Transfers Completed 1000.00 Submitted
0 STARTEST 1 STAR test 2 0 0 GlA End to End Transfer Time Days to Complete 23.40 Submitted
0 STARTEST 1 STAR test 2 0 0 GlA Ceding Party Journey Transfers Completed 500.00 Submitted

ARTES AR te eding Partv loyrne BE! o Complete A0 Sybmitted

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

2. Confirmation message that Ml 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'.






. ' Logged in as: annemarie.smith@joinstar.co.uk
- Sign Out (wp
All Firms

& MI Submissions

€ MiIData Analysis [ January 2024 ] February 2024 March 2024 April 2024 May 2024 June 2024
4+ Supplementary Mi
B Contact Details @ Upload MI Data 2 Automatic Validation 3 Review Your Entries 4 Submit

i Private Documents

& Shared Documents Upload your submission...

2% User Registration

[+

@ File can be either XSLX or CSV.
SELECT A FILE

Click below to submit Supplementary Ml for Accreditation

4 Add Supplementary MI...

1. To submit Supplementary MlI, click ‘+Add Supplementary MI’

« Supplementary Ml is only required at the point of accreditation

 The data you provide must cover the time period you are being accredited on

* Please consult the Supplementary Information Guidelines document https://www.joinstar.co.uk/about-star/star-mi/



. Supplementary Ml for Accreditation Period January 2023 - December 2023
Supplementary MI for PerIOd January 2023 -— December 2023 Must be submitted by Thursday 08 Feb

Must be submitted by
@ Choose Product Group @ Supplementary MI @ Submit

Supplementary MI for STAR B Company 3 (OCP S0001w01 )

Please review your responses and submit if QK

@ Choose Product Group 2 Supplementary MI 3 Submit

1 Jan 2023
Start date of the period you are submitting M for:

Select an SLA product group that you are submitting Ml for:
P g P y J End date of the period you are submitting Mi for: 31 December 2023

ocp S0001w01 STAR B Company 3 What percentage of all transfers complated for this period have been reported? 100%
PSS S0001x01 STARBC 2
* - ompany What percentage of your electronic cases have been reported? 100%
PSS S0001x02 STAR B company 4
Are the STAR customer communication principles being followed? Yes
GIA S0001y01 STAR B company 1
Please provide details of any outliers and mitigating circumstances to be submitted to STAR? (none)
ISA 50001201 STAR B company 1

step process for supplementary Mi.
Choose Product group you need to supply Supplementary Ml for.
Answer the Supplementary questions (see next page).

Submit & Close if you have provided Supplementary MI for all your products

3

1

2.

3. Review and submit.

4

5. Submit & Continue if you need to provide Supplementary Ml for another product.




Supplementary Ml for Accreditation Period January 2023 - December 2023

@ Must be submitted by Thursday 08 Feb

@ Choose Product Group @ Supplementary Mi 3 Submit

Supplementary Ml for STAR B Company 3 {OCP S0001w01 )

Please answer the following (hover over the below for more information):

Supplementary Ml is only required at the point of

accreditation
&) Please select the period you are submitting for: I .
i - ecrediation Period January 2023 = December 2023 Different questions appear depending on the
product.
e e W 1 Jan 2023 . The data you provide must cover the whole period
you are being accredited on, choose from the drop-
Eoel st ofthie peiod s sbaniiting MUiS? 31 Dec2t2s down list, either 12 months or 9 months.
, As the information provided will be shared with the
© What percentage of all transfers completed for this period have been reported B% ~o- ASG, please do not identify your member
organisation or share volumes other than as a
What percentage of your electronic cases have been reported? v . percen tage.
. You can Continue once you have answered all
;:T;:zj;m customer communication principles being Yes mandatory questions.
No . Supplementary MI to be provided separately for the
some ISA & GIA product groups.

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




MI Data Analysis
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STARTEST 1

(7]

& MI Submissions MI Submissions

€ M Data Analysis

B Contact Details

STARTEST 1
59999 Firm 1 Product Metric

i
|
< ISA/GIA
59999201,59999y01

STARTEST 1 Personal Pension End to End Transfer Time
PSS
5999901 STARTEST 1 I5A End to End Transfer Time
& Private Documents
STAR TEST 1 GlA End to End Transfer Time
& Shared Documents STARTEST 1 Personal Pension Acquiring Party Journey
STAR TEST 1 ISA End to End Transfer Time
#8: User Registration
STARTEST 1 ISA Ceding Party Journey
STAR TEST 1 Personal Pension End to End Transfer Time
STARTEST 1 ISA Ceding Party Journey
STARTEST 1 GlA End to End Transfer Time
STARTEST 1 GlA Ceding Party Journey
STARTEST 1 GlA Ceding Party Journey
STARTEST 1 Personal Pension Ceding Party Journey
STARTEST 1 Personal Pension Ceding Party Journey
STARTEST 1 Personal Pension Ceding Party Journey

STAR TEST 1 Perznnal Pensinn Cedinn Partv lanrney

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

Quick access to Group and brand/product SLA level.
Sort by selecting any column heading and then by using ascending/descending arrow.
Search for Ml under any header using the free text field.

Sub Metric

Transfers Completed

Transfers Completed

Days to Complete

Transfers Completed

Days to Complete

Days to Complete

Days to Complete

Transfers Completed

Transfers Completed

Transfers Completed

Days to Complete

Transfers Completed

Days to Complete

Transfers Completed

Mavs tn Cnmnletes

Logged in as: Lisa.Lamont@criterion.org.uk

Period

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

October 2021

Ortnher 2021

Sign Out (=

Value

200.00
1000.00
23.40
200.00
20.50
18.50
10.50
800.00
500.00
500.00
23.40
150.00
8.50

15.00



Viewing contact details

)

N



S

# Home

Products Contacts
& MI Submissions . Contact Details
o~ STARTEST1
59999 User Email Job Title Phone
@& MI Data Analysis o
ISA/GIA
B Co Detail 59999201,59999y01
MEELEELS Alex Wilber TEST Alex\W@contengodev.onmicrosoft.com
PSS
a p D s9999x01 Alex Wilber TEST AlexW@contengodev.onmicrosoft.com
rivate Documents
Alistair Johnston alistair johnston@criterion.org.uk Business Analyst 0131 357 0100
& Shared Documents Danielle Barrass danielle barrass@tisa uk.com Operations Manager 07549614830
Lisa Lamont Lisa.Lamont@criterion.org.uk Marketing Manager
i22 User Registration
Lisa Lamont Lisa.Lamont@criterion.org.uk Marketing Manager
Lisa Test Sharad enquiries@criterion.org.uk Marketing 07552207968

View all contacts for your organisation.

Quick access to Group and brand/product SLA level.

Sort by selecting any column heading and then by using ascending/descending arrow.
Search for Ml under any header using the free text field.

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

Logged in as: Lisa.Lamont@criterion.org.uk

Permission

Star Member

Star Member

Star Member

Star Admin

Star Admin

Star Relationship Manager

Star Relationship Manager

Sign Out (=

Last Login

Tuesday 16 Nov 2...
Monday 16:11
26 minutes ago

26 minutes ago



Your private documents
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Logged in as: Lisa.Lamont@criterion.org.uk

Sign Out (=
B stArRTEST1 <
o H STARTEST 1
ome Products Contacts
& MI Submissions 2 Private Documents
-~ STARTEST1

[=lsTolsly Y e Y

@€ M Data Analysis - Private Documents h h

* ISA/GIA Name 1  Added
$9999201,59999y01

B Contact Details ﬁ

permission workflow 30 Nov 2021

P55
i:r 5;‘?‘?9301 n
& Private Documents h STAR Test Joining Form 28 Nov 2021

Test Subfolder 28 Nov 2021

=]

& Shared Documents

382 User Registration

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.

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

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.

Documentation can be deleted if needed.



STAR shared documents
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Logged in as: Lisa.Lamont@criterion.org.uk

Sign Out (=
B sarTEST1 ¢
STARTEST 1
Products Contacts

& MI Submissions 2 General Documents

~ STARTEST1

59999 b b

@& Ml Data Analysis General Documents h h

Dk Sy Name 1 Added
B C D I 59999z201,59999y01

ontact Details
MI Requirements 7 oet 2001

PSS
* 59999x01

& Private Documents Sample Files 3 Oct 2021

User Guides 9 Mov 2021
& Shared Documents

#22 User Registration

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.



R Managing your users
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Logged in as: Lisa.Lamont@criterion.org.uk

Sign Out (=
B stARtest2 <
STAR test 2
Products Contacts
S 5
MI Submissions . .
— User Registration
=~ STARTEST 1
59999
& MI Data Analysis
o STAR test 2 Users
ISASGIA
B C D | 59999201,59999y01
ontact Details L .
Not Registered Registered
b
Sl? PPPPP G]
fi Private Documents 4+ Add M Update X Cance Search Q Search Q
& Shared D ts Name Email Access Level Name Email Access Level
Elf ocumen
~ STARTESTAH + STARTEST 1
282 User Registration Alex Wilber TEST Alex\W@contengodev.onmicros.. star member [ Danielle Barrass danielle_barrass@tisa.uk.com star admin o=
Lisa Lamont Lisa.Lamont@criterion.org.uk star admin [

Organisation/brand/product level.
Brand/product name.
List of unregistered users. 6.

You can add/update a user (see next 7.
slide).
Once the user has been added and

1of 1 pages (2 items) 1 of 1 pages (3 items

email verified, you can drag them to the
registered list.

Registered user list.

You can view user details and
permission levels.

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.



# Home

& MI Submissions

@& Ml Data Analysis

B Contact Details

& Private Documents

& Shared Documents

2282 User Registration

1. To add a new user, select add (as per previous slide). Please note you need to click onto the product level (star icon) for the add

users option to be clickable.

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

New user for STAR test 2

First Name

‘ Lisa

Email

‘ lisa.lamont@criterion.org.uk

Work Phone

07552 207968

Job Title

‘ Marketing

Access Level

ationship manager

“Registered User” list on the right hand side.

Surname

Lamont Test

Cancel




,« TAR

'\ghc :u-.lrrl
EMoot nelers

# Home
& MI Submissions

@& Ml Data Analysis

B Contact Details

& Private Documents

Home

& Shared Documents

I — I M| Submissions Y Y N Y

MI Data Analysis Y Y N Y
Contacts Details Y- edit all Y- edit all Y- edit own Y- edit own

Private Documents Y- edit Y- edit Y - view Y - view
Shared Documents Y - view Y - view Y - view Y - view
User Registration Y Y N N

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



)

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

The copyright in this document is the property of CT Holdings and Services Limited.
It may not be copied without specific prior written consent from CT Holding and Services Limited.

© 2021 CT Holdings and Services Limited

S-PUG 11/21
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