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Viewing employee address details
This function allows you to view an employee’s most recent permanent address on file at 
PERS. EDX will only allow employers to update current employee addresses, not retiree 
addresses. If the employee’s address in EDX is different than the address you have on 
record, you will need to update the address in EDX by submitting a demographic (DTL1) 
record with the employee’s current address. For information on how to submit a DTL1 
record to update an employee’s address, refer to the Employer Quick Info help file.

1	 Log on to EDX following the instructions outlined in “Logging on to EDX” on 
pages 6-8. 

2	 Click on the View Employee Info link (indicated by the arrow) to display the 
View Employee Information screen.

3	 Click on either the Current Fiscal Year, Historical Fiscal Years, or All Calendar 
Years link (highlighted by the box). The View Employee Information screen 
displays a list of all employees in your organization. Click on the Historical 
Calendar Years link to view the most recent addresses of those employees who 
worked for your organization during the past three full calendar years.  
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View Employee Information
This process allows you to view a list of employees who have worked for your organization within the last three full calendar years or during 
the current calendar year. You may also view an individual employee’s transaction history.

Calendar Details

Current Calendar Year                   01/01/2009 12/31/2009

Historical Calendar Years                   01/01/2006 12/31/2008

All Calendar Years
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4	 Search for an employee using one of the following three methods that works best 
for you: 

Search by last name or SSN

(1)	Type the employee’s last name or SSN in the Enter Last Name or SSN No 
text boxes (indicated by the arrows) respectively.

(2) Click the Search button to display a list of employees matching your search 
criteria. If necessary, page through the list using the Next and Prev buttons.

Filter by first letter of last name 

n	 Select the first letter (indicated by the arrow) of the employee’s last name to 
narrow the list down to only those individuals whose last names begin with 
the selected letter. If necessary, page through the list using the Next and Prev 
buttons.

Viewing employee address details
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Page through entire list

n	 Page through the entire list using the Prev and Next buttons. Note: The Prev 
button does not appear until you initially click the Next button.

5	 Click on the SSN link (highlighted by the box) next to the employee’s last name 
to view the individual’s posted record information; the Employee Transaction 
Details screen appears, showing either the current year or historical details for the 
selected employee.
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Note: If you selected Historical Calendar Years in step 3, the Employee Address 
Details screen will display permanent addresses of employees prior to the current 
calendar year.

Viewing transaction history
EDX provides the ability to view an employee’s transaction history for an employer.

1	 Follow the steps outlined in the previous topic to view the Employee Address 
Details screen.

2	 Click on the View Transaction History for this employee link (indicated by the 
arrow) to view the Employee Transaction Details screen.

Viewing transaction history

Employee Address Details
This page displays the employee’s current address on file.

•  View Transaction History for this employee
•  View Employment History for this employee

Address Start Date: 02/28/2006

185 NE Lotus Dr

Bend, OR 97701 -0000

 Address Details For: Angela Black 001001001

Employee Address Details
This page displays the employee’s current address on file.

•  View Transaction History for this employee
•  View Employment History for this employee

Address Start Date: 02/28/2006

185 NE Lotus Dr

Bend, OR 97701 -0000

Tell Me More
•  The start date for this address is the date the address became effective for this employee. Employers can only update an address for 

an employee who is currently in their employ. If a member is retired, the system will not store any address submitted by an Employer 
as it is the member’s responsibility to keep their address current with PERS.

•  If the address displayed does not match the address you have on file and this employee has concurrent employment, please check 
with the employee to be sure you ahve their correct address.

•	 In order to update an emplolyee’s address, submit a DTL1-00 (No Change in Status) with the new address information. A status date 
is not required on this type of recored because EDX will assign the report date on which the record is submitted as the start date for 
the address.

 Address Details For: Angela Black 001001001
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The Employee Transaction Details screen shows the retirement plan in which 
the member is enrolled. The screen also lists the employee and employer 
contributions made to the plan during the current calendar year, over the past three 
full calendar years, or over all calendar years depending on whether your selected 
Current Calendar Year, Historical Calendar Years, or All Calendar Years in 
step 3 of “Viewing Employee Address Details” on page 116. The list shows the most 
recent transaction first.

Viewing employment history
EDX provides the ability to view an employee’s work history for an organization. The 
work history is broken down by job segments.

1	 Follow the steps outlined in “Viewing Employee Address Details” on pages 116–
119 to view the Employee Address Details screen.

2	 Click on the View Employment History for the employee link (indicated by the 
arrow) to view the Employee Employment History Details screen.

The Employee Employment History Details screen shows the current calendar 
year employment history, employment history over the last three full calendar 
years, or employment history over all calendar years depending on whether you 
selected Current Calendar Year, Historical Calendar Years, or All Calendar 
Years in step 3 of “Viewing employee address details” on page 116.

Employee Address Details
This page displays the employee’s current address on file.

•  View Transaction History for this employee
•  View Employment History for this employee

Address Start Date: 02/28/2005

 Address Details For: Jenny Jones 999887777
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3	 Click on a number in the Job Segment column to expand the employment history 
details. In the illustration below, clicking on the number 1 displays expanded 
employment history in a new row just below number 1.

4	 Click on the View Employee Info link (indicated by the arrow) in the left navi-
gation bar to view information about another employee.

Viewing employment history
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Components of the Employee Employment History Details
The illustration below shows the Employee Employment History Details screen for his-
torical calendar years. The Employee Employment History Details screen for the current 
calendar year will look identical except there is typically only one job segment listed. If 
you chose to view all calendar years, the Employee Employment History Details screen 
will show all job segments for an employee throughout all years of employment.

Job Segment

The Job Segment column lists unique employment periods that show when an employee 
started (Start Date) and ended (Term/End Date) employment at that employer. A blank 
Term/End Date indicates that a job segment has not terminated. If an employee worked 
for an employer multiple times, the Job Segment column will list each job segment suc-
cessively, with the most recent job segment listed first. Click on the numbered job seg-
ment to expand the employment details.

Hire Intent

The Hire Intent field indicates an employer’s hiring intention for the employee with 
respect to a PERS-qualifying position. The table below describes the different codes that 
can appear in the column and their meaning.

Code Description

Q Qualifying Hire Intent—The employer expects the employee will work more 
than 600 hours in a calendar year.

NQ Non-Qualifying Hire Intent—The employer expect the employee will work 
fewer than 600 hours in a calendar year.

N/A The Hire Intent—N/A (Not Applicable) if a PERS retiree is hired for 
employment, because retirees have already qualified for a pension.

Position Segment

An employment can have one or more position segments that include Last Day Service, 
Unused Sick Leave, PERS Job Class, Position Type, Plan, Average OT Hours, and 
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Contract No. of Months, as applicable. Each position will have a unique Start Date and 
End Date.

Downloading employee information to Excel
1	 Follow the steps outlined in “Viewing Employee Address Details” on pages 116–

119 to view the Employee Address Details screen.

2	 Click on the Download as CSV link (indicated by the arrow).

3	 When the File Download dialog box appears, click the Open button to display the 
employee addresses in Excel, or click the Save button to save the file for later use.

If you clicked the Open button, Excel opens and displays the employee addresses.

Downloading employee information to Excel
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Note: Excel drops any leading zeros from the Social Security numbers listed in 
the Member SSN column.

Viewing Employee Eligibility Exception Reports
The Employee Eligibility Exception Reports screen allows you to determine if corrective 
action is required to report regular wages and contributions (qualifying hours) or non-
qualifying wages without contributions for an employee. Note: These reports are only 
updated once a week. When viewing the .csv file, the header row will state the date EDX 
pulled the information from the system.

1	 Log on to the Employer Home Page screen following the steps outlined in 
“Logging on to EDX” on pages 6–8.

2	 Click on the Eligibility Reports link (indicated by the arrow) to access the 
Employee Eligibility Exception Reports screen.
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Viewing Employee Eligibility Exception Reports

3	 In the Filter Your Report by Year dialog box, type the year in the Enter year 
(YYYY) text box you want the report to reflect. Note: Reports are only generated 
for the current year and two years prior.

4	 Click on a Download CSV File button (shown circled).

There are two different .csv files you can download to Excel:

Members Approaching Qualifying Hours lists employees who during the 
selected year have been reported using a non-qualifying wage code or three or 
more qualifying wage codes without contributions. Under either condition, the 
employees’ net hours exceed 550. Employees listed in this report may likely meet 
the minimum of 600 hours to be eligible for a PERS-qualified position.

Members with Contributions Who may not Qualify lists employees who have 
reported contributions during the selected year but their total hours are fewer than 
the minimum 600 hours. Employees listed in this report will likely not meet the 
minimum qualifying hours and therefore are not eligible for a PERS-qualified 
position. Important: This report is not useful for the current year unless you run 
it after the mid-year time frame.
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5	 When the File Download dialog box appears, click the Open button. Note: For 
some versions of Internet Explorer, the File Download dialog box may appear a 
second time.

Click the Open button again. After a few seconds, Excel opens and displays a list 
of employees (1) approaching qualifying hours or (2) with less than 600 hours of 
service in a calendar year but with reported contributions. 

Note: The date the information was pulled from the system is shown circled.

6	 Click on the Return to the Eligibility Exceptions Reports page link (indicated 
by the arrow) if you want to download another report.

Employee Eligibility Exception Reports
Please wait for download to complete. Once the download is complete, click on the following link to return to the Eligibility Exception Report 
page.

Return to the Eligibility Exception Reports page
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Checking a member’s contribution status
The Status Check Member Search screen allows you to view an employee’s contribution 
status to determine if PERS is expecting contributions for the employee or if you should 
contact PERS to discuss the employee’s contribution status.

1	 Log on to the Employer Home Page screen following the instructions outlined in 
“Logging on to EDX” on pages 6–8.

2	 Click on the Status Check link (indicated by the arrow) to access the Status 
Check Member Search screen.

3	 Type in either the employee’s last name in the Enter Last Name text box or the 
Social Security number in the SSN No text box, and then click the Search button. 

Note: Searching by Social Security number is the preferred method if you want 
to pull up information on a specific individual. Searching by last name produces a 
list of all members with that last name.

Checking a member’s contribution status
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The Status Check Member Search screen displays the search results (highlighted 
by the box) below the Search for a Member dialog box. Note: If you conducted 
a search based on last name, the list can span several pages. Click on a page 
number to advance from page to page.

The Plan column identifies the retirement plan in which the employee is enrolled. 
The Contribution Status column lets you know if PERS is expecting contributions 
for that employee.

Employees with open job segments
The Inactive Employment Report screen lists employees with open job segments who 
appear inactive. An open job segment will appear inactive when no wages have been 
reported for an employee in the last three calendar months, possibly due to a termination 
that was not reported. Use the following steps to help you determine if any open job 
segments exist.

1	 Click on the Inactive Employment Report link (indicated by the arrow) to 
display Inactive Employment Report. 

View Your Statement

Work on Reports

View Employee Info

View Year-to-Date Wage and 
Contribution Summary

Update My Profile

Work List

Eligibility Reports

Status Check

Inactive Employment Report

Site Navigation

Employer Home



June 1, 2009	 129

2	 Click the Download CSV File button.

3	 In the File Download dialog box that appears, click either on the Open button 
to open the report in Excel or the Save button to save the Excel spreadsheet to 
a destination you choose. If you chose to click on the Open button, an Excel 
spreadsheet similar to the one shown below appears. At this point, you can use 
Excel to manipulate and save the data.

Note: The pound symbol (#) will appear in the spreadsheet if the cell is too small 
to display the value. You will need to resize the column. “Null” in the Last Pay 
Date and/or Contribution Start Date columns means the fields are blank.

Employees with open job segments






