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Section 9—Viewing Employee Information

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.

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

Site Navigation

Employer Home

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

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.

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

116

Version 9.0




Viewing employee address details

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.

View Employee Information

=Esrch Teough this lisling of vour Surrenl evnpdiyvees and cick on Ihe emglaye es Socidl Secunty Mornibies i ey thir acoun hisiony

+ Search for omolovees
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f alabsdeiablikimooeoralyyessz \
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(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.

Search for an Employee

Enter Last Name: | or  SSNNo: W

alabedefahiiklmpooparsiuywxys

Filter by first letter of last name

m  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.

Search for an Employee

Enter Last Mame: I of  S5SNNo: Search

\ dlabcderahiiklmpooparsluywxys
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Section 9—Viewing Employee Information

Page through entire list

m  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.

View Employee Information

Segrch Trough this listing of wour curment ernplayaes &nd clck on he emplayees Socidl Secunty Mormbes b ey thir 3ccoun hisiony

& Soarch for emploss
» Legen mgen ahaul ennpl;
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MlAEcdElabllkImDeEAlRINY S YE

{Prev ] 1'=Jiiﬁlﬂpﬂaf¢u'-_£'_lu'_i m

Last Hame First Name

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.

View Employee Information

Sescch Weough Ihig [Eng of pir cumnl eemnpdigas &nd dick o thi amglimes’s Bocial Baturily Mormbes b v [hier ScEoun Rigiey

& SRarch for employess
» LEan meee aboul smolevea ksl
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Contribatisn
Start Duate
J69356147 Black Anpels FERS Tier2  OFdi2002 Ariiee Serace
14T I8R50 =1L H Diarmeil OPERPPMS  DBANRO0E Artive Serdce
141852063 Bowan il OPERPPMES  DEANIR20D4 Aclive Senace
SEIN50THY Biodighires Darian OPERPPMS  DBA200T Artive Serade
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Viewing transaction history

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.

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 Details For: Angela Black 001001001
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.

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.

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 Details For: Angela Black 001001001

Address Start Date: 02/28/2006

185 NE Lotus Dr
Bend, OR 97701 -0000
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Section 9—Viewing Employee Information

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.

Employee Transaction Details

This page displays a transaction history for a specific employee for the period frarm 0104152007 to 12:312007 starting with the most recent posted
fransaction

« Yiew Address Details forthis employee.
« Miew Employment History for this emplayes.

Transaction Details For:
Plan: OPSRPFNS
Contribution Start Date: 12/0152004
Total Hours Worked Since Jan 1, 2007 : 186.51

Concurrent Employments: M
Subject Salary Job Class Code | MPAT | MPPT | EPPT | Awg OT Hours
0153152007 § 258998 01- General Senice $0.00 000 §155.40

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.

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

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 Details For: Jenny Jones 999887777

Address Start Date: 02/28/2005

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.
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Viewing employment history

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.

Employee Employment History Details

This page displays the employee's employment history with this employer, starting with the most recent employment.

o \iew Address Details for this employee.
o \iew Transaction History for this employee.

Employment Details For: Jenny Jones 989887777

Job Hire Last Dar Term ! End B Astaos Comiract
Confirm Start Date ¥ Sick Job Class Position Type Plan oT No. of

Segment| Intent| Service Date %
Leave Hours | Months

NQ  01/24/2009
01/24/2009 General Active Service  OPSRPPNS
Senvice
2 I NGQ  01/09/2008 03/31/2008 03/31/2008 0.000
4 Click on the View Employee Info link (indicated by the arrow) in the left navi-

gation bar to view information about another employee.

Site Navigation

Employer Home

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
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Section 9—Viewing Employee Information

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.

Employee Employment History Details

This page displays the employee’s employment history with this employer, starting with the most recent employment.

+ View Address Details for this employee.
« \iew Transaction History for this emplovee.

Employment Details For: Jenny Jones 999887777

Unused (Average|Contract|
12D Confirm 2 Start Date Ly || Emna et Sick Job Class Position Type oT Mo, Of
Segment Intent| Service Date
Leave Hours | Months

1 NG 01/24/2009
2 NG 01/09/2008 03/31/2008 03/31/2008 0.000

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

NQ

N/A

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

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

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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Downloading employee information to Excel

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.

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

View Employee Information
Segech Trough this listing of woar cumenl eenplivads 08 dick on Ihe erglipee’s Social Securty Mormbes [ vy thisr 3ccount higieey

& GRIrch Mar smplopsss
+ LERENM0E aRout smpkevan 51

EniaT Last Haima: of  55H M m

Mabcdelab|iklmpoparsluysEyz

* Dremiogd 55 GEY

3 Pagay
1734567800 121314 1% m

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.

File Download x|

Some files can harm your computer. IF the file information below
looks sugpicious, or you do not Fully bzt the zource, do not open or
zave thiz file.

File name: . dresses 0259603212007 cav
File type:  Microzaft Excel Comma Separated ' alues File

Fram: ptn060. 24590, pers. state. or.uz

W ould you like to open the file or zave it to your computer?

Open | Save I Cancel taore Infa

Iv Always ask before opening this type of file

If you clicked the Open button, Excel opens and displays the employee addresses.
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Section 9—Viewing Employee Information

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

B3 Microsoft Exoel - Employes_Addresses (12 596 0002 1200701 Losv =181 x|
|E) Be Ede gew jrowt Fomet Look [ets BsboPDF Window Help Adobe FOF =18 )
B A L e e RS -0 «(B s u FIEER SR
[Aestl |71 o |F & | mER|EE|E ¢ | 0@ N {055
@ & B
Fi2 x| % o =] 13250 Havajo Rid
| A | 5] | c | I | E F ] } A ] s, | | s sl s [ e N 5

1 |Membe S5 Lagt Mame Firgl Mamip  Plan Astrers Stat Date  Addrass LiASIress Ling 2 Address LiCiy State Tip Coustry  Fargign Pr Forsign —|
2 12345676 Acosta Rackel OPSRPPR /312006 57 NE Dragnet Ln Band aR 57701 -000US A

3 FZENAT Adarre Tirraaty QPSRFFR ACH06 206 Baja Ct Band QR SFTN-000US A

4 SETEE4EZ1 Albors Mary PERE Tier 107312006 PO Box 33 Band OR G7708-000U S A

5 | V4T 250368 Baker Gary OPSRPFR 172372007 601 Coreche R End OR T2 US A

E 11223333 Barksr ‘Wandy DPSRPPR 132006 18277 W, Cascade Circle Band OR AT VS A

il 232305252 Bass William OPSRPPR /312006 1324 Mt Bachelor Loop Bend aRr ATOF US A

B EEETTEEEE Barimann Claira DPSRPPR 17230007 | X123 SE Damplie 51 Maran WA M UEA

B SOFOGTES Backter Cassin OPSRPPR 222006 8300 K. Fir Grove De Band aR G7701.0000U5 A

10| SE14NE20 Black Jenndar COPSAPER S31/2004 130 3W Tempesi Dr Band QR S7702-0000U S A

11 BEEEEEEEE Boath Dizad PERE Tier A9/2004 555 S Patial Way Band aR AT US A

12| 121212021 Bowmren Junnifur DPSRPPR 10i4005]13280 Navajo Rd HILLSBOROR A23USA

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.

Click on the Eligibility Reports link (indicated by the arrow) to access the

Employee Eligibility Exception Reports screen.

Site Navigation

Employer Home

View Your Statement
Work on Reports
View Employee Info

View Year-to-Date Wage and

Contribution Summary

Update My Profile

Work List

Eligibility Reports s
Status Check

Inactive Employment Report
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Viewing Employee Eligibility Exception Reports

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.

Filter Your Report by Year

Enter year {(v"Y): IEEIEIEu

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

Employee Eligibility Exception Reports

The repofs balow can Be used 5 deteming if comacie aclan & requind % epart an amglayos far ragularwages amd
entnbubons (quaifeieg hoursh or non-gualfing wage s wihoul connbulicee.

Prasas ni0s et IHese répditd aie 00l UupHEEd DNEs & widk Whan wewing T CEV ks, T header ire will SLale he das
the infemation was pulled from the syshem

Leammore aboul alkibiity regors

Filter Your Report by Year

Entir ywrar fYYY: oo
Members Approaching Qualfying Howrs Download CSY File
Mamibers sl Comtrilirinns VWho may nol Qualty Downlnad CSY File

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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Section 9—Viewing Employee Information

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.

File Download x|

Some files can harm pour computer. IF the file infarmation below
look s suspicious, or you do nat fully tust the zource, do not open o
zave thig file.

File name: [_02596 2006 03222007 cov
File type;  Microzoft Excel Comma Separated Values File

From: ptn0&0. 24530 pers. state.or Lz

Would you like to open the file or zave it ta pour computer?

Open | Save I Cancel tare Info

V| Always ask before opening thiz type of fle

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.

Ef'ﬂ roacit Dsoel - §f_02590
| e Edb Vs Jeet Fomek Tooks [oke BeboPDF  Windos Help Addbe FOF

_ PO, e

DEH SRy shBd a0 @z 8l NEY v -n-BsNEENE S %, WAN
| ot [ (T2 | P & B R B e L e
| B @ E

A2 | =|

A 1 ] | [+ | 1]} | E G- H

1 |Mesnbess Approaching Qualityng Hawrs Repod Empluyss
2SS Last Mame Firsl Mame Posted Hours This ER Unpasted Hows This EM 5 Unposted Chhier ER H
3= FIFZH11 Chandler | Dumd 583.5 1} a
& Cox Drwayna XNE [i] 1234 ]
& | 41541541 Gorn FPamely 326.TE i} a I
B ETHVEES Hapear Ansley EET & 1] [1] 0
T | 22003772 | gens Afison B 05 1] a ]
| 5367142 Moore A ®lLs a B2t 0
g

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

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.

Site Navigation

Employer Home

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

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.

Search for a Membar

Emter Last Name: [ or  SSHNo: I

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.
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Section 9—Viewing Employee Information

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.

Status Check Member Search

Search for a member to display their member contribution status.
Search for a Member

| Enter Last Name: I or  SSNHNo:
Page# 1
=EA000 Miller COPERPOE I Expecting contributions I

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.

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

Site Navigation

Employer Home

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
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Employees with open job segments

Click the Download CSV File button.

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.

E3 Microsoft Excel - 02596_InacEmp_472009_172933[1].csv

@_] File Edit Wiew Insert Format Tools Data  Window Help  Adobe PDF

INEHRISD T E %R S8 F -4 2] o vl@!inrial . 10
ey !

A - &
A B | ¢ [ o ] E | F | G | H | 0 | K

1 Inactive Employment Report Report Date: 44772009
| 2 |[ER# ER Mame:
ER 2556 BEMD METRO PARK & RECREATION DIST
| 4 [PERS D SSN Last MameFirst Name Last Pay DaHire Date  Contribution Start Date
| 5 | 155052 909080808 Jones Barry null 54272008 12A/2008
L5 | 465026 765432189 Kurz Kirnberly M null 4430/2008  FA/2004
| 7 | 252525 811865560 Walfe Jan null B/26/2007  1A1/2008
| 5 | 00050 541582479 Smart Jean F null 12/2/2008 7A/2009
ER 101050 8653210 Harper  Valerie null 1/2/2008  8A1/2008

10 BEE333 101958201 Train Mary C null 343172008 10412008

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.
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