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Introduction

Purpose

This guide provides a tutorial and reference to help you use the Employer Data Exchange
(EDX) system to report payroll and demographics information to PERS. It does not pro-
vide information on when and what to report. Refer to the Employer Quick Info help file
on the PERS Employer website for that information.

Background

To best implement Oregon Revised Statute Chapter 238A (ORS 238A), passed by the
Oregon Legislature on August 29, 2003, PERS now collects public employee wage and
contribution data on a payroll cycle basis.

As of January 1, 2004, PERS started administering three benefit programs:
* the old PERS plan and

* two new Oregon Public Service Retirement Plan (OPSRP) programs—the Pension
Program and the Individual Account Program (IAP).

As a result, significant changes occurred in (1) the method and time frame that PERS requires
you to report employee information and (2) the specific content of that information.

Although the old and new retirement programs apply to members in different ways, the
new EDX system allows you to report all employee wages, contributions, and demo-
graphics using the same format. You must report an employee’s entire payroll to PERS
regardless of which retirement program applies to that individual employee.

Content

This guide describes how to maintain employer Web accounts; create payroll specialist
accounts; create, submit, and correct reports; view and understand remittance statement
details; export report details to Excel; and view member salary certification details. Step-
by-step directions and computer screen illustrations are provided to help you learn and
use EDX.

If you use a third-party administrator (TPA) or the Oregon State Payroll System (OSPS)
to report payroll information, you may need only portions (or none) of this guide
depending on how you generate, submit, or correct reports. You should consult with your
TPA or OSPS representative to understand the impact of ORS 238A on your reporting
processes and systems.
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Introduction

Contacting PERS

If you have questions, contact:

* Membership and Employer Relations Section (MERS) Employer Service Center toll
free at 888-320-7377 (option 2) or 503-603-7788 (option 2), or

* e-mail us at pers.edx.support@state.or.us.

Reference information

The following resources provide additional detailed information about payroll cycle
reporting and the reporting format, respectively. They are located on the PERS Employer
website at http://oregon.gov/PERS/EMP/index.shtml.

* Employer Quick Info help file—Details what employee information employers need
to submit to PERS and when, the two report types employers use to submit the infor-
mation, the penalties PERS will assess for late reporting and payment, and examples
of different employee reporting scenarios.

* EDX File Format and Development Guide for the Version 2 File Structure—Details
the format and content of the payroll cycle reporting information.

Answers to Frequently Asked Questions (FAQs) are also posted on the PERS Employer website.
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Section 1—Employer Data Exchange (EDX) System Overview

System requirements

The recommended minimum computer desktop and network configuration for EDX is:

Internet Explorer 5.5 or higher
Internet connection: 56k or higher

Firewall/router port 443 enabled for HTTPS communication

Overview

EDX is a Web-based, self-service system used to report payroll and employment infor-
mation to PERS on a payroll cycle basis. Using EDX, you will be able to:

submit, review, and correct the status of Wage and Contribution Reports that include
employee wage, contribution, and/or demographic information;

review employer contribution remittance statements and account balances;
view and update employer contact information;
access employee information; and

maintain your Web accounts.

Advantages of this easy-to-use, Web-based reporting tool include:

Reduced paperwork—EDX allows you to either enter report information manually or
upload it as part of an electronic report data file.

Lower media costs and faster transit times—No packaging, sending, and tracking of
disk, tape, or old paper forms in the mail.

Data validation—EDX validates report data you submit and returns error messages/
reports within a day of submitting (releasing) the report. This enables you to make
timely corrections without waiting for mailed error reports.

Encryption—Data you submit through EDX is secure using an encrypted
communications link between your computer and EDX.

Reduction in paper forms—EDX allow you to make adjustments to previously reported
wage and contribution information electronically rather than using paper forms and mail.

Statements—Automatic calculation of employer contributions each payroll cycle
with the ability to provide statements for both member contributions and employer
liability. Statements are readily accessible via EDX.

EDX allows you to report the following employee information:

wages, hours of service, and contributions;
status changes (new hire, leave, name, SSN, address, termination, and death); and

contact information.

Version 10.1



Additional reporting roles

EDX user roles: Web administrator and payroll specialist

There are two key reporting roles in EDX:

Web administrator—The Web administrator activates, inactivates, and resets pass-
words. In addition, he or she has the authority to unlock accounts and update account
profile information. Every employer will have a Web administrator. For details see
Section 2, “Web Administrator Roles.”

Payroll specialist—A payroll specialist sets up his or her own accounts using EDX.
The Web administrator can assign up to 15 individuals to serve as payroll specialists.
Most employers will have at least one payroll specialist who uses EDX for payroll
cycle reporting. For details see Section 3, “Payroll Specialist Roles.”

While the Web administrator can also serve as a payroll specialist, the payroll specialist
and Web administrator should be different people to separate the functions of payroll
reporting from security administration.

Additional reporting roles

Though the Web administrator and payroll specialist(s) serve in the key reporting roles,
your employer must also designate the following reporting roles to specific personnel if
they exist in your organization.

Reporting official—Typically the head of the agency.
Personnel—Typically the PERS contact in the human resources department.
Payroll—Typically the PERS contact in the payroll department.

Other— Anyone an employer chooses to grant EDX access. An employer might
choose this role for an individual it wants to have limited EDX access.

If you use a third-party administrator (TPA) to create your reporting information file, you
should work with your TPA to understand your role(s) in the reporting process.

September 1, 2014 5



Section 1—Employer Data Exchange (EDX) System Overview

Logging on to EDX

1

2

3

Access EDX by going to http://oregon.gov/PERS/EMP/index.shtml.

Click the log in here link (indicated by the arrow) to display Welcome to PERS
Self-Service screen.

™ r—

Current EDX status®: ESC Account Team Locator

_ *Your account rep team is available 8 am. - 5 p.m., Monday - Friday.

Find Your ESC Account Team
EDX is available and functioning normally. Office Closures - Click Here

EDX hours of operation Employer Training and Education

“The status indicator is monitored 8 am. - 5 p.m_Monday - Friday. EDX online is normally available & a m EDX Class Schedule and Registration
-6p.m Monday - Friday and 8 am -4 p.m. Saturday. 4 p.m. Saturday - 6 am. Monday is reserved for EDX SeltPaced Education

network maintenance. and EDX online availability cannot be guaranteed. EDX online is normally available
by 6 am. Monday.

Outreach Presentation Schedule & Registration

Frequently Asked Questions (FAQ)

Click here to report an EDX problem Questions and answers about current PERS policy and pracessing topics

EDX Logen Employer Announcements
Log in here Employar offsr detaled sxpl about PERS policy and processing tapics
EDX Resources Employer Monthly Update

EDX Basics for Software Developers Octaber 2013
ED User Quick Info Help File
EDX User Guide Monthly updates include infarmation on current PERS topics of interest to employers
A - Z Quick Answers

Employer Manual

Actuarial Services
Actuarial/Financial Information
2013-15 Employer Contribution Rates
Current and Previous Employer Rates
Employer Notices

more

e

Click on the Log In link (indicated by the arrow) to view the PERS Login screen.

detack = wb =+ ([ 3| Dsews (Gifreres Sreda 3| - S o] - d 5L

Aot | ] bema: o0, 40 o, ot st 2o L0l S v g gt = o pepckaiog (et 44 x| oo |leis = .

P EIRS Your Onling Retirement Resounoe

Lesin

Welcome to PERS Self-Service!
This Wab ste provides orlne cagabifies b

ALEBES YOUT 000U METRON

Prarform dchebiny reladid b your Sccosnt

VOUT LN RNl

WLink gty i B FERS web e o wew Member Handhooks, FAGYS, Farms and oiher informabos
i e e it i iages fom PERS

*
-
-
.

Hyou hine GUESSONE NaL ariwered on this web sl o gueabons abaul how 1 wbe ik wel 38, please CONTACT LIS
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Logging on to EDX

4 Type your user ID and password into the User ID and Password boxes (shown
circled), respectively.

Conbact s

PERS Log In

o Ut 0 ard Paswiord Are you a Payroll Specialist?

[
 yona wronkd Mos 10 DEEn A0 ACSTLN b pErio paYT ol Aciviieg 107 your rpaniTEton, CAC the ink teiow [ star wirk

Cen o Pavrol Spociisl Accourd

Are you a '‘Web Administrator?
S inaste akvel acrministealor 1| you aireac have o uter ID el parword Dend B pou fror PERS. You mary iog in ard stert weork firw
2 Mot Sure?
T yina Pl cuitionae. COA0ECH LI W will B higry o b vou.
5 Click the Log In button (indicated by the arrow) to access the Employer Home
Page screen.

PERS Log In
ur Uaer 10 and Pasawed Are you a Payroll Specialist?
o I you vl B b open an scosent by perform payrol sctiviies Tor your organizaton, chck the ink below b2 starl work
User D
Burniey] [+ Payrod Speciist focoun)
Pasaa/0ng "
= Are you a Web Administrator?
LTI L T
Woda are & Wieh adminssirator i you already hive & wer D and password sent o you from PERS, Wou may kg i and stan work
Frgol Pagsword g
Mot Sure?
If you have questions, Contac] . We will be happy by help you

The Login Error screen appears if you enter an incorrect password and/or user
ID. Three unsuccessful attempts to log on to EDX will lock the account, at which
time you will need to contact your Web administrator. See “Unlocking a payroll
specialist account” on pages 29-30 for the steps required to unlock an account.

Login Error

Please verify the user id and password you entered are correct.

Please contact us at MERS.2@state.or.us or the call center at (888) 320-7377 if you have any questions.

Note: If this is your first time logging on to EDX, the PERS Electronic
Transactions Agreement screen appears. You must click the I Agree button to
indicate you agree with the requirements to use EDX.
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Section 1—Employer Data Exchange (EDX) System Overview

Employer Home Page

After successfully logging on to EDX, you will see the Employer Home Page screen.
This page shows the employer or organization for which you are currently reporting and
provides an overview of that employer’s organization information and contacts.

Balloon numbers appearing on the sample Employer Home Page (shown on page
11) refer to areas on that sample page and their descriptions on pages 8—10.

1)

2)

The top navigation bar appears on all employer reporting pages and provides the
following links:

* Home—Displays the Welcome to PERS screen.
* Logoff—Logs you off EDX.

e Contact Us—Provides PERS contact information.

The left navigation bar (Site Navigation) appears on all employer reporting
pages and displays the links that allow you to perform activities for the selected
employer:

* Employer Home—Displays Employer Home Page screen, which contains em-
ployer information, contacts, PERS messages, and allows selection of a differ-
ent employer if you work with multiple employers.

* View Your Statement—Displays the employer’s contribution remittance state-
ment and account balance.

»  Work on Reports—Displays the list of existing reports. On this page you can
create a new report, edit an existing report, view the Reject/Edit Report, view
report totals, and view report details.

* View Employee Info—Provides online viewing of an employee’s current and
historical fiscal year transactions reported for the organization.

* View Year-to-Date Wage and Contribution Summary—Displays wage and
contribution details for all members or a member within the agency.

» Update My Profile—Displays a page that allows you to update your account
profile information.

»  Work with Contacts—Displays a page that allows you to view, edit, and delete
EDX contact profiles. This link is visible only to Web administrators.

* Admin Web Accounts—Displays a page that allows you to activate, deacti-
vate, and reset passwords for the EDX user accounts in the organization. This
link is visible only to Web administrators.

*  Work List—Displays online forms that you complete to report employee job
segments, unused sick leave, last day of paid leave, salary certification for ser-
vice or disabled retirees, or to correct a demographic record.

* Request Information—Allows you to request information from PERS in a
secure manner.
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Employer Home Page

» Eligibility Reports—Displays a report to let you know if corrective action is
required to report regular wages and contributions (qualifying hours) or non-
qualifying wages without contributions for an employee.

» Status Check—Displays an employee’s contribution status, which you can use
to determine if PERS is expecting contributions for the employee.

» Inactive Employment Report—Displays employees with open job segments
who appear inactive.

3) The work space portion contains information and links to sections within the
page, including:

* Warning Message—Displays a message telling you how many days remain
before your current password expires. It also instructs you on how to change
your password.

*  Choose Your Employer—Displays the Employer Selection list for users
authorized to report for more than one employer. It also displays messages
from PERS.

* View Employer Information—Displays employer organization information.
* View Your Contacts—Displays the employer’s contact information.
» Tell Me More—Provides a brief description of the page contents.

“4) Employer Selection displays the employers you have access to work with. This
section only appears when there is more than one employer account associated

with an EDX logon account. The name of the employer currently selected appears
in the same row as the w3 icon and directly below the top navigation bar.

To set which employer account is selected as the default, click on the Default

ER radio button ® next to that employer, and then click the Save Default

ER button. Each time you log onto EDX, that employer account will always

be selected as the active account until you set a different default employer. The
Default ER selection is specific to each EDX login account. Different users for the
same employers can select different default employers.

5 Messages From PERS appears below the Employer Selection section. PERS dis-
plays messages of importance or interest to all employers.

(6) Employer Information displays information about the selected employer,
including:
* employer name,
* employer number,
e address,

* reporting frequency,

September 1, 2014 9



Section 1—Employer Data Exchange (EDX) System Overview

* phone,
e status, and

e status date.

@) Your Contacts displays the contact type, name, and phone number of each contact
an employer has created or authorized to report payroll data in EDX.

8 Tell Me More displays additional page specific information when applicable.
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Employer Home Page

Wlcome To

Your Online Retirement Resource

Working with : CLACKAMAS CNTY SCH DIST #12

Employer Home Page

This i3 your employer nome page. If you are responsible for reporing for mone
than one emptoyer, you can chogse anciher emptoyer by dicking the select
fink. Tha cne marksd with 5 your default empleyer and you can work with
il Emiplayer How.

;_5 = )ﬁ o Ch Your Emgl
. pwi Ernployer Infarmalion
= Migw Your Contacls
= Tell Me Mare
Employer Selection
CLACKAMAS CHTY SCH
2 st DAST W12
sl 02018 CO0S COUNTY Active - O
MULTHOMAH CNTY SCH .
saled 038 DIST #1 Actve Active O
Ealen 03365 UNIDH CHTY SCH DIST#1 Active Active O

Messages From PERS

¥ou have nd Messages

Employer Infarmation

Employer Hame : CLACKAMAS CHTY SCH DIET #12
Employer Humber 104321

4444 SE LAKE RD
ABOTESS | I WALKIE, OR 97222

Reporting Frequency | Monmly
P :
Saamus D Actve
Status Date :0T01STE

Your Contacts

Reporting Official DOM HORTON (541) 188-7275
Wb Adminestrator & Sunsha (]
Tell Me More

This 5. your acoount hbme page. RindScales which emplayer Aceount is cumently Selecied and provides an oveniew of the Selecied
account. The employer cumrendly selecled |s marked with 2 symbol. To wew informalion of perfonm work on another acoount, dick e
“saled” link nexd ¥ the Gesied aooount

UsE e links of the lef-hand pane b Naigate 10 and PerDnm work 107 the selected employer. If 38 anylime you Wish 10 Tetum 1 your
acopunt home page, cick e “Employer Home' ink found on the lefl navigation bar

Employer Selection

IT ¥l whairk: wilth miore Tiain one employer account, you must choose which one hat you wiould ke 10 work with in this section. Onde you
seled an emgloyer, thes is T account you will ke working with uni you cheose a new one

Messages From PERS

Here you will 588 messages rom PERS.

Employer Information

This seclion prowides 3 suemmany of informeation for the selecled employer
Useful Terminology

Employer Numbser - the code thal identifies your onganization o FERS

September 1, 2014
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Section 1—Employer Data Exchange (EDX) System Overview

Changing your password

Passwords expire after 90 days, requiring you to create a new one. Fifteen days before
your password expires, a warning message (shown below) will start appearing at the
top of the Employer Home Page screen telling you how many days remain before your
current password is invalid.

Warning Message

e Your password will expire in 1 days. To update your password:
click on the ‘update my profile’ link, enter you password in the
password field and the confirm password field, click ‘next’ and
then click ‘save account’

You can change your password anytime by updating your account profile. For instructions
on updating your account, see “Updating your account profile” on pages 43—46.

When your password expires, a page appears (as shown below) and prompts you to
enter your old and new passwords. EDX also asks you to confirm your new password by

retyping it.
Site Navigation
DL ] Yfour Password has Expired.
5 Pl AP U8 Sk i feeter], i P it Eane s, I o Tt ik ol pulcdiasrn in el Dokt B0
il Tve leet. Ok Hhee Lo (Factec Thea petwnard it bes i reinimern ol B Sllghaniineic Charmchers.)
|"“T'"
i . Mot Sure?
I i boir et Cowiieed PERS e vl Dt miges I b o
l Tell Me M
RN PR S— e e More
premnu
Ly I = This i muniue 528 of charsciers uEed for menticabon nin the PR rpsem. Ecanygies
Vi o il o Johw Sl el b e h” or o B v i Rk, el "
m Pasaird - Th bt pnoltes cttod, sotor charactery ool by wou e uses, o e cate of 8
Torgoken perwword, try fhe conputer sysoe ol FERS. & peessword & used o sty ihet e uzer D
el e g le i only
1 In the User ID text box, type your user ID.
2 In the Old Password text box, type your old password.
3 In the New Password text box, type your new password. Important: Passwords

must be a minimum of seven characters and must contain three of the four
following character types:

* Uppercase letters (A-Z)
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Requesting information

* Lowercase letters (a-z)
* Numeric characters (0-9)

* Non-alphanumeric characters (#, @, %, etc.)
Example: MyPasswOrd.

The password you type must not contain three or more characters from your user
account name.

Write down the password for future reference. If you forget your password and
you are a:
» Payroll specialist, contact your Web administrator.

*  Web administrator, contact the Employer Service Center.
4 In the Confirm New Password text box, retype your new password.

5 Click the Login button.

Requesting information

Should you need to send written information to PERS using a more secure method
than regular e-mail, EDX allows you to send encrypted messages that contain sensitive
information such as a member’s Social Security number or a log-on password.

1 Click on the Request Information link (indicated by the arrow) to view the
Request 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
Request Information «

Eligibility Reports
Status Check

Inactive Employment Report
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Section 1—Employer Data Exchange (EDX) System Overview

Click on the Create Request link (indicated by the arrow).

Site Navigaticn

Home Loaq Off Contact Us

Working with : COOS COUNTY

Request Information

Learn More About Requesting Information

Create Request «

There are no Information Requests available to display.

Tell Me More

- The Request Information activity allows you to request information regarding your account.

- To request information, click the "Create Request” link.

- Toview existing Request Details

Click on the Topic drop-down arrow (indicated by the arrow) to view the drop-
down menu.

Request ID
*Topic
Request Status

*Message

Request Information |

|

Open

This message may contain no more than 4000 characters.

[ suomic [ Cancel

14
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Requesting information

4 Select the general message topic from the Topic drop-down menu.

Request Information

Request ID
*Topic v
Request Status

1039/599 hr limit questions

*Message ACH/EFT
CSD correction
Demagraphics
Disability / Death questions
ER rates
ER status change
Eligibility question
Forms Assistance
Leaves- Military, Family, etc.
ORS/0AR clarification
P&F Unit account status
Password reset (web admin)
Payment type questions
Record posting problem
Report upload problem
Reports
Retro account correction - member or employer report
Setting up new contacts
Statements
Status Checks
USERRA
Work List items

submic [l canco |

5 In the Message text box, type information relevant to your request, and then click
the Submit button (indicated by the arrow).

Request Information

Request ID
*Topic | Password reset (web admin) v
Request Status Open

-
Message cap PERS please reset cur web administrator's password?

This message may contain no more than 4000 characters.

- ETI I
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Section 1—Employer Data Exchange (EDX) System Overview

Once you click the Submit button, your message appears on the Request
Information screen with an “open” request status (highlighted by the box). An
Information Message dialog box also appears to tell you that your message was
submitted to PERS for a response.

Request Information

Information Message

# Thankyou. Your Service Request has been successfully
submitted to PERS for response.

Learn More About Reguesting Information

Create Request

Request ID Created On Request Status Closed On

373410 07/07/2011 09:49 Password reset (web admin) Open

PERS will send you an e-mail to log onto EDX once it has responded to your
information request.

Retrieving replies to information requests

Once PERS responds to your request, you can retrieve the response within EDX.

1

Click on the Request Information link (indicated by the arrow) to view the
Request 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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

16
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Retrieving replies to information requests

2 Click on a Request ID link (highlighted by the box) to view a particular
information request.

Request Information

Learn More About Requesting Information

Create Request

244290 05/24/2011 07:27 Password reset (web admin) Closed 05/24/2011 08:57
244197 051712011 11:43 Eligibility question Closed 05/24/2011 08:38
244078 051172011 14:14 Repors Open

A Request History dialog box containing the response PERS has issued regarding
the information request submitted appears. The Topic text box lists the general
subject that applies to the information request. Request Status will either be
“Open” or “Closed.” If Request Status is “Closed,” Closed On will list the date
and time PERS closed that particular information request. Any user ID associated
to the employer from whom the request was generated can view the request.

Request History

Request ID 344290
Topic
Request Status Closed
Closed On 05/24/2011 08:57

CCromeaon | umor | g

Your password has been reset, you should receive a system
generated e-mail containing a new temporary password that
you can reset to one of your choosing.

05/24/2011 08:57 PERS

Can PERS please reset our web administrator's password?

05/24/2011 07:27 | Tim Leadham
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Section 1—Employer Data Exchange (EDX) System Overview

3

Click the Back button to return to the previous screen.

Logging off of EDX

1

2

Click on the Log Off link (indicated by the arrow); the Log Off screen appears.

Wekome Tox

PE RS Your Online Retirement Resource

L OFf Conlact Us

Working with : CLACKAMAS CNTY SCH DIST M2

Employer Home

Employer Home Page

This i your @mg|oyer home page. I you are responsible for reporing for more
Man one employed, you can chonse anather emplayer by clicking the salect
nk. The one marked wh 2 Is your detaull employer and you can work with
hal employer naw

Click the Yes button to confirm logging off, or click the No button if you decide
not to log off.

Working with - BEND METRO PARE & RECREATION DIET

Log Off

Are you sure you want to log off?

18
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Web Administrator Roles
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Section 2—Web Administrator Roles

Overview of the Web administrator role

The Web administrator has sole administrative control over EDX reporting for your
organization, including maintenance and authorization of employer contacts and user
accounts. Only the Web administrator can grant login privileges to new payroll specialists
in your organization. Additional functions the Web administrator can perform to payroll
specialist accounts include:

* updating account profiles,

* resetting account passwords,

* activating accounts,

* inactivating accounts where access is no longer required, and
» unlocking accounts.

Important: Web administrators do not create payroll specialist accounts. That is the
payroll specialist’s responsibility.

Obtaining a Web administrator account

The reporting official for your agency and the designated Web administrator must com-
plete and sign the Web Administrator Agreement form available on the PERS Employer
website at http://oregon.gov/PERS/EMP/section/er forms/er forms_index.shtml. Once
PERS receives a completed form, it assigns and mails an EDX user ID and password to
the designated Web administrator. For more information contact the Employer Service
Center.

Logging on to EDX for the first time

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6—7.

20
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Logging on to EDX for the first time

2 Review the PERS Electronic Transactions Agreement, and then click the I Agree
button.

Logn

PERS Electronic Transactions Agreement

Beceasing of requesting Information or ransactions thiough this sie consitules and shall be deemed b be an accepdance of the folowing tems and
bona

The infarmation on this website is not guaranteed fo be comect or curment. Any information presented on this website is subject 1o audit and revision without
hatice. Mo stalerment an this website shall be conslrued to be a lagal stalement of Public Employee Retirement Systam (PERS) policy.

This Agreement is applicable whenever you use PERS online sendces, The terms of the PERS Electronic Transactions Agreement apply to all fransactions
erforrned using PERS onling semvces

General Terms

[Mhe onling acknowledgments or other messagas that are the result of a ransachion you have entered do not indicate that the transaction has been
Iransmifted nor do they indicale that the tranzaction has been received, accepted or rejected by PERS. PERS will confirm that the information has been
eceived and whether the ransaction has been accepted or rejected

0w are responsible for vigwing he account statements Sentlo you by rmail 10 vty the accuracy of the account information privided in the staterment and to
Lonfim the accuracy of the ransactions entered thiough this Site_ You are also responsible Tar promptly nolifing PERS af ary erongous inaccurate or
[risging infarmation contained in, or arnitted from, your statements or other records on this site You sccept full responsibility for this data submitted by you.

[Bhauld emors occur or questions arise while accessing your persanal or business recard or performing transactions, please contact us a5 soon as possible
it the address or phone nurmber provided in the "Contact Us® page faund on this website,

Governing Laws

Each button, web link, or hotspot constitules an agreement between you and PERS thal complies with the Uniorm Electronic Transactions ActORS 84,001
By clicking fhe *1 Agree” bution, you acknawledge that vou have read this Agreement and accept all of the terms of this Agragrment

fyou do not agree 1o the termes contained in this Agreement, please el this websila.

Definitions

Personal Record: The personal infarmation and fransactions related o an active member or benefit recipiant in the retirerment system,

Business Record: Infarmation and transacions relaled to an employer, such a5 a schoal or municipality, that has elected o padicipate in the retirement
Eystem and 10 make cantributions on behalf of s employees

3 In the New Password text box (shown circled), type your new password.

Change Password

You have logged in using your current (or) temporary password. Please enter a new password below. Your password must be a minimum of
6 characters. The characters may be letters and/or numbers.

* Denotes Required Fields

O\

*New Password: I

*Confirm New Passwo I

Return to Home Page
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Section 2—Web Administrator Roles

6

Important: Passwords must be a minimum of seven characters and must contain
three of the four following character types:

» Uppercase letters (A-Z)
* Lowercase letters (a-z)
* Numeric characters (0-9)

* Non-alphanumeric characters (#, @, %, etc.)
Example: MyPasswOrd.

The password you type must not contain three or more characters from your user
account name.

Write down the password for future reference. If you forget your password and
you are a:

» Payroll specialist, contact your Web administrator.

*  Web administrator, contact the Employer Service Center.
In the Confirm Password text box, retype your new password.

Click the OK button; the Change Password Confirmation screen confirms EDX
has changed your password.

Change Password

You have logged in using your current (or) temporary password.
The characters may be letters and/or numbers.

* Denotes Required Fields

*New Password: I

*Confirm New Password I

Click on the Return to Home Page link (indicated by the arrow) to return to the
Employer Home Page screen.

Change Password Confirmation

Your password has been successfully changed.

Return to Home Page «

22
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Maintaining employer Web accounts

Maintaining employer Web accounts

Because a Web administrator has access to more EDX functions than payroll specialists,
there are two additional links (highlighted by the box) available on the left navigation
pane after the Web administrator logs on:

*  Work with Contacts
e Admin Web Accounts

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 with Contacts
Admin Web Accounts
Work List

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

Working with contacts is discussed on pages 30-36.

Clicking on the Admin Web Accounts link takes you to the Maintain Employer Web
Accounts screen, where you can perform various tasks related to controlling the payroll
specialist accounts for your organization.

1 Log on to EDX following the instructions outlined on pages 6—7.
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Section 2—Web Administrator Roles

2 In the Selected column (highlighted by the box) of the Employer Selection table,
click on the select link that corresponds to the employer account you want to

work on.

Note: The w3 icon in the Selected column denotes which employer is selected. If
you have access rights to only one employer, it is already selected when you log

on to EDX.

Employer Selection

Empluyer Web Acct

02018 COOS COUNTY Active Active

select 01050 DEPARTMENT OF CORRECTIONS Active Active o
select 03735 MARION CNTY SCH DIST #24. Active Active o

OR HEALTH AND SCIENCES . _
select 02880 UNIVERSITY Active Active [ )

PUBLIC EMPLOYEES RETIREMENT . .
select 01081 SYSTEM Active Active Q
3 Click on the Admin Web Accounts link (indicated by the arrow) to view the

Maintain Employer Web Accounts 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 with Contacts

Admin Web Accounts «
Work List
Request Information

Eligibility Reports
Status Check

Inactive Employment Report

The Maintain Employer Web Accounts screen shows the various functions a Web

administrator can perform to a payroll specialist’s account.

24

Version 10.1




Activiating a payroll specialist account

Overview of account status

Payroll specialist accounts, once created, can be in one of four statuses:

Pending—The user has created a new account via the self-registration process and is
waiting for the Web administrator to activate his or her account. The user cannot log
on to EDX or work with the specific employer account until the Web administrator
activates the account.

Active—An employer must have at least one active Web administrator or payroll
specialist account to log on to EDX.

Inactive—The user will only be allowed to log on to EDX if he or she has at least
one active employer account. However, the user will not be able to view or perform
work for any employer account the Web administrator inactivated for that user. If the
user has no active accounts, he or she will not be able to log on to EDX.

Locked—The user has made three failed attempts to log on to EDX and cannot log
on until the Web administrator unlocks the account.

Activating a payroll specialist account

As the Web administrator, it is your responsibility to take appropriate measures to verify the
identity of anyone requesting access to the website before activating his or her account.

1

2

Follow the steps outlined on pages 23-24.

Locate the new user’s account under the Pending User Accounts section, and
then click on the yes link under the Activate? column (highlighted by the box)
corresponding to that account to display the Choose a Contact Type screen.

Maintain Employver Web Accounts

This page alows vou to ativale, inativate, and esel passwonds fof the wib @Ccounts in ypour onganization. in addBon you may onlock wed accounts and
update ther web accoun contscl bpe and Sccouni profile infsematan

Ernpilaer Mame: BEND METRO PARK & FiECREATROM [HE

Ervijibirgnr By
Ernail:

Bctive User Accounts

L] Fermar aagggmail com nia

DT Bean Fadfand Radiord Bean@stale orus yas yes nia

Fending User Accounts

Sioeerel Stirey byron SbarewiEetete orug T3

Inactive User Accounts

Beanii Radiged Bean Bean g com
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Section 2—Web Administrator Roles

3 Click the down arrow (indicated by the arrow) next to the Contact Type field and
select the contact type you want to apply to the new payroll specialist’s account.

You can designate up to 15 payroll specialists, numbered 1-15. You must assign
each a different contact type. The contact type you designate as Employer
Reporting 1 will be the user who receives EDX e-mail notifications. If there

is no Employer Reporting 1 contact assigned, you will receive all EDX e-mail
notifications.

Choose A Contact Type

Selectthe contact fype

Contact Type: |Employer Reportng 1 =)

4 Click the Create button to view the Status Change Confirmation screen.

Choose A Contact Type

Selecithe contact type

Contact Type: | Employer Reporting 1 =)

The Status Change Confirmation screen confirms the account status is now active.
Once you activate the account, the user can immediately log on and begin using EDX.

Status Change Confirmation

Username: Ferrarl

New Status: The account status has been changed to active.

Deactivating a payroll specialist account

Deactivate a payroll specialist account any time you want to remove a person from
having EDX access. To remove a payroll specialist account, you must first deactivate the
account and then delete the individual from the contact list.

1 Follow the steps outlined on pages 23-24.
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Updating a payroll specialist account

2 Under the Active User Accounts section, locate the account you want to deacti-
vate, and then click on the yes link under the In-Activate? column (highlighted by

the box) corresponding to that account.

Maintain Employer Web Accounts

This paga alioes vou to erivale, inativale, and sl passwands for the web accounls in your onganizaiion, In add8on you may oedack wed accounis and
update thisr wes accoun contact ype and sccount profile informatan

Emmpleyer Mame: BEND NETRO PARK & RECRESTION D12
Emplirgni Mumber: 07596

Emall; Radiond BaangEstala orus

Bctive User Accounts

Egrran 100 ] Frmar aoiggmailcom yag nia
DusdeT Bean R¥dfand Radiord Beangstale orus yas nis

The Status Change Confirmation screen confirms the account status is now
inactive.

Status Change Confirmation

Username: Ferrarl

New Status: The account status has been changed to inactive.

3 Delete the payroll specialist from the contact list by following the instructions
outlined in “Deleting contact information” on pages 35-36.

Updating a payroll specialist account
1 Follow the steps outlined on pages 23-24.

2 Under Active User Accounts, locate the user ID link in the User ID column (high-
lighted by the box) of the account you want to update and click on that link.

Maintain Employer Web Accounts

This page alows wou to addvale, inativale, and rese passwands for the wih accounts in your onganization, In addiion you may onlock wed accounds and
updaté ther web account contact pe and sccount profile infoermatan

Eenplover Name: BEND NETRO PARK & RECREATION DIg
Eaipphingar Musimbiar: 07530

Emall: Radiord BeandSeiabs orus

Active User Accounts
User 1D m Contact Email Rozet PWDY | InActivate?
Feng 1124 ] Femar aoiggmaileom g g nia
Bean Radfard Radiord Beangslale orus Lt s L]

September 1, 2014
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3 Modify the user’s profile information, as necessary, and then click the NEXT
button to display the Update My Profile Validation screen.

Update Web Account Profile

This page vwill &l yoid 1o vpdals tha profls nfamaation of & wab accound You can updale ths naemne and &-mall 30dress &5 wid af ngpasst additiona
Bmpliyess

" - Inhcates reguised Tekls.

User il [Fabvs 00000

"Firs1 Mame, B [volarcs E
"Lasi Namae: F
‘Emal fyoloeda, fiehetaie o s
“Confm Emal -I;Wﬂam’.aﬁ:':l"l,ﬁ,

‘Ermployer Codas: 0Z596 3
(O3NS minmesm)

Comact Typi |Employer Reportng B8 =

4 Verify the information displayed on the Update My Profile Validation screen
pertaining to the user’s personal profile details and requested employers is correct.

Note: Check marks in grayed-out check boxes cannot be unchecked. Check boxes
become grayed out once a payroll specialist account has been saved.

5 Click the Save Account button to accept the changes; otherwise, click the Cancel
button to return to the previous page to make the necessary corrections.

Update My Profile Validation

Please validate the personal infermation you typed.

Usar 1D Fishi2

Firstiame, Wi Yolinds §

LastMamg Fish

Email yolanda fs hilstate onus
Cortact Type:  Emvgloyer Reponing 8

Flease validate the organizations you typed,

habEs BEMD METRO PARE & RECREATION DIST

S ACToLnt | camnll
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Unlocking a payroll specialist account

The Update My Profile Confirmation screen confirms you have updated your
account information.

Update My Profile Confirmation

Your account information has been updated. New employer accounts requested will be in Pending status until activated by the employer’s web
administrator.

Resetting a payroll specialist password

1

2

Follow the steps outlined on pages 23-24.

Locate the user under the Active User Accounts section whose password you want
to reset, and then click on the yes link under the Reset PWD? column (highlighted
by the box) corresponding to that account.

Maintain Employer Web Accounts
This page alows wou to arivale, inactivale, and msel passwards for the web &ccounis in ypoor onganization. In addEon you mey welock web accounts and
update ther web atcoun contact pe and sctounl profie infeematan
Emphayer Nama: BEND NETRO PARK & RECREATIM D42
Empliver Mumber: 02596
Email: Radiond BeandSsiasonus

Active User Accounts

Eerianl el Femar aoiZgmaileom L L] na

CudeT Bean Radford Radiord Beangstale orus yes s nia
Fendirfg User Accounts

The Reset Password Confirmation screen confirms you have reset the payroll
specialist’s password and that EDX has sent the user an e-mail containing a tem-
porary password. (Refer to “Changing your password” on pages 11-12 on how to
change your temporary password.)

Reset Password Confirmation

Username: FishYS
Status: Temp Password Mailed To User FishYS

Unlocking a payroll specialist account

A user account will become locked if the user makes three unsuccessful attempts to log
on to EDX. When that occurs, you must unlock the account.

1

Follow the steps outlined on pages 23-24.

September 1, 2014
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Section 2—Web Administrator Roles

Locate the locked account under the Active User Accounts section, and then
click on the yes link under the Un-Lock? column (highlighted by the box)
corresponding to that account.

Maintain Employer Web Accounts

Thiz page allows you to activate, inactivate, and reset passwards for the web accounts in your organization. In addition you may unlock
web accounts and update theirweh account contact type and account profile infarmation.

Employer Information
Employer Mame: PUEBLIC EMPLOYEES RETIREMEMT SvSTEM
Employer Number: 01061

Email: heanri@state.or.us

Active User Accounts

Dianak Rose Diana ahc@e.com yes
Raohinsans Steven Raohinson abc@claremaont.cam yes yes nia
SledgeP Paul Sledge heanr@state.ar.us yes yes nia

Pending User Accounts

The Unlock Password Confirmation screen confirms you have unlocked the
password.

Unlock Password Confirmation

The password has been unlocked for account FishYS.

Employer contact information

EDX stores employer contact information for all authorized users and other contacts
identified for your organization.

This information has two primary purposes:

1.

PERS staff uses it to phone, mail, fax, or e-mail employer reporting contacts.

2. EDX uses it to send e-mail notifications.

The contact you designate as Employer Reporting 1 will be the user who receives EDX
e-mail notifications. As Web administrator, if you do not assign an Employer Reporting
1 contact, you will receive all EDX e-mail notifications.

Adding contact information

By adding contact information, you can develop a contact list of employees in your
organization authorized to use EDX and assign a reporting role to each authorized user.
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Adding contact information

Important: Adding contact information does not create an EDX user account. Only an
individual requesting EDX access can create a user account. For more information on
creating a user account, see “Creating a payroll specialist account” on pages 38—42.

1 Click on the Work with Contacts link (indicated by the arrow) to display the

Employer Contacts screen.

Click on the Add a New Employer Contact link (indicated by the arrow) to
display the Employer Contacts Details screen.

Employer Contacts

« Edit contacts
« Learn more about contacts

To view, edit, or delete the profile or a contact in your organization, click on the “Contact Type” link below.

You can also Add a New Employer Contact «

Employer Reporting 8 Yolanda Fish yolanda.fish@state.or.us
Web Administrator Bradford Dean bradford.dean@state.or.us
Reporting Official Don Horton Not Specified
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3

Click the Contact Type down arrow (indicated by the arrow) and select a contact
type from the drop-down list.

Employer Contacts Details

Edil this contid]
Laam o sbok contacks

Cantact Farm

* - inthcatics ragquad Nidkds
compct Typet [Parcl | <e—
sse[
Fustbame: [

Type data into the required First Name, Last Name, Telephone, and e-mail

text boxes. The text boxes designated by the asterisk are the only ones you must
complete.

Click the Save button to return to the Employer Contacts screen.

Employer Contacts Detalls

Ediis corkact

3T 5 3Bk ronkach

Contact Form

° - indicales redguined Nekds

Contact Type: |Ervpioyer Reportig 4

“Hirsl Hamas EI
Beliledli nitiak
T T T

Addross 1: |

Address & [

fudress 3 |
City: |
Stabe: |NOME =
m[ [
Talghonic 41070 pye|

e

semalt: [robart hihesDatate.or s
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Editing contact information

Note: If you enter address information, you must fill in the Address 1, City,
State, and Zip Code fields. Leaving any one of these fields blank will result in an
error message, as shown below.

Employer Contacts Detalls

w Wany par of @m addrass & amered, City, State. and Jp are
LT

Edil thig ¢ontac]
ke more sbod conlacls

Cantact Ferm

. intcatecs reguined fiskts
Contact Type: [Enpioyer Raportng 4 =]
ssw [
FostMame [roeeet
Midde iniiak: |

"Larst Mame: [Hyres

Aoy 1; |

Adiress 2: |

Address 3: |

o ==
Seale | DREGON =

] e —

Editing contact information

You must edit the information separately for each contact. You can edit the following

information:
* Address
+ City

« State

« Zip

* Telephone
* Fax

e E-mail address
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1 Click on the Work with Contacts link (indicated by the arrow) to display the
Employer Contacts 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 with Contacts «

Admin Web Accounts
Work List

Request Information
Eligibility Reports
Status Check

Inactive Employment Report

2 Click on the Contact Type link (highlighted by the box) to select the contact you
want to edit. The Employer Contacts Detail screen opens, displaying the details of
the selected contact.

3 Modify the contact information as needed.

Employer Contacts

« Edit contacts
« Learn more about contacts

To view, edit, or delete the profile or a contact in your organization, click on the “Contact Type” link below.

You can also Add a New Employer Contact

Employer Reporting 8 Yolanda Fish yolanda.fish@state.or.us
Web Administrator Bradford Dean bradford.dean@state.or.us
Reporting Official Don Horton Not Specified

Note: When updating a contact’s information, you cannot modify SSN, First
Name, Middle Initial, or Last Name; these fields are locked and no changes can
be made. If an error exists in any of these fields, you must delete and re-create the
employer contact. (See the topic “Adding contact information” on pages 30-33.)
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Deleting contact information

4 Click the Save button; EDX returns you to the Employer Contacts screen.

Employer Contacts Details

ERETis Contac]

AT B e B rerlaeks

Contact Form

* s vouquied s
e
e[
Frhame fobert
Micdle iitiak [

“Last Hamie Hyres

Address 1: |

Audress 2 |

Audress 3 |

city |
Siae: |NOKE =
™ — —
Tokeghonis 1074052 pae |
Roe [

seamait: [robert Fhes@atate.ors

Deleting contact information

Important: Deleting a payroll specialist’s contact information prevents that user from
logging on to EDX. If you only want to deactivate a payroll specialist account but
maintain the contact information, do not proceed further.

1 Follow steps 1-2 outlined in the previous topic to view Employer Contacts

Details screen.
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2

3

Click the Delete button.

Employer Contacts Detalls

Contact Form

* - b ales: nesgquised Nelds
Contact Type: |Errplover Reporting 4 =
S5H
“HrEl Rame @I

Efichdle nitiak

Lasi Hame [Hymes

Address 1: |

Ardross = |

s & |

cing |

Stabe: [MOHE
- N I
Taleghomie [SALZ074652  pure |
Foc [

wmait: [robert hyhes@eatate.or s

k|

Click the OK button when prompted by the Contact Delete Confirmation screen
EDX returns you to the Employer Contacts screen.

2

Contact Delete Confirmation

Please confirm the dedetion. Chck “0K™ o defete fle contact or "Cancel™ to cancel the delete process,
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Obtaining a user ID and password

You can create a payroll specialist account in EDX without special authorization.

During that process, you supply your own account information, including a user ID and
password. Your Web administrator will then need to activate your account before you can
log in and use the system.

Creating a payroll specialist account
Accessing the Employer Payroll Account Creation page

1

2

Go to the PERS Employer website at http://oregon.gov/PERS/EMP/index.shtml.

Click on the EDX - Live link (highlighted by the arrow).

EDX Status and Log In Employer Resources

Current EDX status*: Employer Training & Education

_ EDX Class Schedule and Registration
EDX Self-Paced Education

Outreach Presentation Schedule & Registration

Employer Quick Info Help File

EDX is functioning normally. Employer Manual
FAQs
Membership Kit
*EDX status is monitored and updated from 8 a.m. - 5 p.m_, More...
Monday - Friday. EDX online is normally available 6 am. - 6
p.m., Monday - Friday, and 6 a.m. Saturday - 6 a.m. Sunday. Employer Announcements

Sundays are reserved for network maintenance, and EDX

. R . HEl
availability cannot be guaranteed. #48 Negative Earnings/Prior-Year Invoicing (2/16/09)

#47 Invalid Social Security Numbers (2/2/09)
Announcement Archives

Click here to report an EDX problem. -
EDX Logon Employer Rates (effective 7-1-09)
Log in here. « more....

EDX Reporting

Click on the Log In link (indicated by the arrow) to display the PERS Log In
Page screen.

T W e v b PERS Sal-Sompwbed - Pcrosoll Irternet Eeplarer =
-
Fle B Vew Foverled Took  Help

ek - o+ (D) A Diseswd Glfretes @red 3| - b o] - H i

Acrest [ @] pees:ipanCin, a4 ey, a0 co.n 106 Sl S e age s omporent = homa. s icalg_i=Cekate 4 =l e |l .

P EIRS Your Online Retirement Resounce

Welcome to PERS Self-Service!
Thiy Web vie provides orlne cagabivdes i

& ACCEES YOUT SCC0u Iimaton

& Parfprm Schvebes related i your Sccosn

iate your contact famabion

w Link dhrecily B o FERS web 80 o view Member Handooks, FAD'S, Farme and oiher indormalios
w Wi Dy ] FER g B PERS

YU hirel SUESIONS NSl SNFWRred on his wab wile o QuesBons Shoul haw i3 wke T wed 8, please CONTACT UR
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Entering new personal profile information

4 Click on the Open a Payroll Specialist Account link (indicated by the arrow) to
display the Employer Payroll Account Creation screen.

PERS Log In

o I el Pacswioed Are you a Payroll Specialist?

¥ yoma et Moy [ e i BGSTurd b PRrCI TS panTod aciies 17 Your arpanicaton, chck the Bk ot sl vwork

[,
Oeiy i Pyl Sieesintal At «

'7 Are you a Web Administratar?
s s @ Web admiristeaicr i you aready have o user D and patrword eni B o from PERS. You rmany iog in ard shart werk frw
Exaiect Py
Mot Sure?
Log I
1 yens Firvd quesitiones, Corbic] L. W will B iy B hel vou

Entering new personal profile information

The following steps outline the procedure to set up a payroll specialist account for
yourself. Your Web administrator must then grant you access rights before you can access
EDX as a payroll specialist.

Important: Web administrators activate payroll specialist accounts. They do not create
payroll specialist accounts.

1 Follow the steps outlined in the previous topic.

Note: The illustration below applies to the next seven steps.

Agcount Infermation

kst D
‘Passworil:

[Py sward Requimmenis)

"Confiem Password:
“First Hame , M | |

Last Mami; |

i

"Condirm Emel:

“Ernployer Humbers: a
(@0, 10000, 70000, 30000 ‘ J

2 In the User ID text box, type a user ID.

Note: This ID cannot be claimed by another user and must be a minimum of six
characters. You can use any combination of letters and/or numbers.
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3 In the Password text box, type a password. Important: Passwords must be
a minimum of seven characters and must contain three of the four following
character types:

» Uppercase letters (A—Z7)
* Lowercase letters (a—z)
*  Numeric characters (0-9)

* Non-alphanumeric characters (#, @, %, etc.)
Example: MyPasswOrd.

The password you type must not contain three or more characters from your user
account name.

Write down the password for future reference. If you forget your password,
contact your Web administrator.

4 In the Confirm Password text box, retype your password.

5 In the First Name, MI, and Last Name text boxes, type your name.

6 In the E-mail text box, type your e-mail address.

7 In the Confirm E-mail text box, retype your e-mail address.

8 In the Employer Numbers text box, type the employer number(s) for the

employer account(s) you want to access.

You must type at least one employer number. When entering multiple numbers,
enter a comma between each number. Type the employer number as a five-digit
number. If your number is four digits, type a leading zero. For example, if your
employer number is 1111, type 01111.

*Employer Numbers: [57 061 =]
(e.g., 10000,20000,30000)
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Reviewing new personal profile information

9 Click the Next button to view the Employer Payroll Account Validation screen.

hccoumtmpormapon |
kel ferp
"Passworl l—
(Fasfwind Requimmenisl
"Conirm Password: l—
‘First Hame , ME ey |

L%t Maiia: l&;pr-

“Ermml: |-1u.|'|.'l B KN CO

"Cordinm Emsl [&ﬂﬂ'-:?fl\ﬂl:u LI

0. 100003

"Employer Humbers: (4061 ;l

Reviewing new personal profile information

1 Review the accuracy of your personal account profile information and requested
employers on the Employer Payroll Account Validation screen.

Flease validate the personal information you typed.

Personal Information Summary
User ID: kermd

Password: =
First Name, MI: kermy
Last Name: Awn

Email: awn.kerighe.com

Employer Numbers & Employer Names

Employer Humber|Employer Name Select/Unselect

01061 FUBLIC EMPLOYEES RETIREMEMNT SYSTEM v

September 1, 2014
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2 Click the Save Account button to confirm the information, or click the Cancel

button to return to the previous page.

Employer Payroll Account Validation

Plaage validaa T paraanal infomaton you tmed

Personal Information Summary
Liser e Kareh

Passwont "~
Fist Name, ME ey
Last Harmc Foam

Ermadt frm ki rigipen com

Employer Mumbers & Employer Hames

Emploger Mambers| Empleyar Hame SelectUneslect

01061 PUELIC EMPLOYVEEE RETIREMEMT EVETEM =

When you click the Save Account button, a confirmation page appears that shows
the new account is “Pending,” awaiting action by your Web administrator.

Employer Payroll Account Confirmation

Account information is saved. Thank you!

log in to the PERS Employer Reporting site.

Note that your account is in Pending status and is awaiting activation by your employer’s Web Administrator. Upon activation, you will be able to

Note: EDX will notify you by e-mail when the your Web administrator activates
your account. Until then, you cannot log on to EDX. If you requested access
to multiple employers, each employer’s Web administrator must activate your

account before you can access their information.

Logging on to EDX for the first time
1 Log on to EDX following the instructions outlined on pages 6—7.
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Updating your account profile

2 Review the PERS Electronic Transactions Agreement, and then click the I Agree
button.

PERS Electronic Transactions Agreement

JAcceasing of requesting Information or franaactions theough this sie constitules and shall be deemed o be an acceptance of the foliowang terms and
alions

The information on this website is not guaranteed to be comect or current Any information presented on this website is subject 1o audit and revision without
hatice. Mo staternent on this website shall be construed to be a legal stalament of Public Employee Retirermant System (PERS) policy.

This Agreement |3 applicable whenaver you use PERS online sendces. The terms of the PERS Electronic Transactions Agreement apply to all fransactions
erforrned using FERS onling semces

General Terms

[Mhe onling acknowledgments or other messages that are the result of 3 fransaction you have entered do not indicate that the fransaction has been
Iransmitted nor do they indicale that the transaction has been recerved, accepled or rejected by PER'S. PERS will confirm that the information has been
eceived and whether the transaction has been accepted or rejected

au are respansible 1o reviewing the account statements sent 1osou by rail 10 varify the accuracy of the account infarmation prosided in he stalemen and to
[onfierm he atcuracy of the fransactions entared through this Site. Yau are alsa responsible for promplly notifing PERS of ary ermaneous, inaccurate or
mis=ing infarmation contained in, or omitted from, your statements or other records on this sita.You accept full responsibility for this data submitted by you.

[Ehould emors occur of questions anse while accessing your personal of business record of performing fransactions, please contactus as $oon as possible
fut the address of phone number provided in the "Contact s page found on this wibsite.

Governing Laws

Each button, web link, or hotspot constitules an agreement between you and PERS that complies with the Uniform Electronic Transactions Act ORS 84,001
By clicking the "l Agree” button, you acknavdedge that you have read this Agreermant and accept all of the terms of this Agreement

fyou do not agrea to the tarms containgd in this Agreement, please exd this wabsila.

Definitions

Personal Record: The personal infarmation and ransactions related 10 an actve menmber or benefit reciplent in the retirement system,

Business Recond: Infarmation and transactions related to an amplover, such a5 a schaol or municipality, that has elacled to padicipate in the retiremant
[ystern and 10 make contributions on behalf of s amplayaes

Updating your account profile

Update your account profile any time you need to (1) change your password or e-mail
address or (2) request the right to work with additional employers.

1 Log on to EDX following the instructions outlined on pages 6—7.
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2 Click on the Update My Profile link (indicated by the arrow) to display the
Update My Account Profile 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
Request Information

Eligibility Reports
Status Check

Inactive Employment Report

3 In the Password text box, type a password. Important: Passwords must be
a minimum of seven characters and must contain three of the four following
character types:

» Uppercase letters (A—Z)
* Lowercase letters (a—z)
*  Numeric characters (0-9)

* Non-alphanumeric characters (#, @, %, etc.)
Example: MyPasswOrd.

The password you type must not contain three or more characters from your user
account name.

Write down the password for future reference. If you forget your password,
contact your Web administrator.

4 In the Confirm Password text box, retype the new password.
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Updating your account profile

Modify your profile information, as necessary, and then click the NEXT button to
view the Update My Profile Validation screen. Note: You cannot delete employer

numbers, only add them.

Important: An asterisk (*) next to the field name denotes that the field cannot be

left blank.

Update My Account Profile

as reques addBonal emglopens W owark wilh

" - irnlicabes regquined Thekds.

Update Prafile Farm

User i [Ferrarl 000
“Password: l—
aawerd Reguiremanisl

Confwm Passwond: [
“First Haims., bl Im— I_

“Last Mame: W

"Email: W

“Corfinm Email: W

&
K

This page will allow you 10 wedale your Web accound infonmation, You tan updais Four name and e mal @00ness. Vou can changs your passwoed & wall

‘Employer Humbers: [nxooe, 0z 107
(ong mineuenn)

Review your profile information for accuracy. If information is incorrect, click the
Cancel button to return to the previous page to make the necessary changes.

Update My Profile Validation

Please validate the personal information you typed.

Usar D Femar
Paggwnn] ==
First Marmic, Ml Irma,
Lutt Mame Famrs

Emald oo@gmail com
Flease validate the employers you typed,
Employer Numbes] _____Emgleyer Hame ______[SelectlinSelec

] BEMD METRO PARK & RECREATION DIST =3
o1y BEMND, CITY OF =
S SCCourt | Caroel |
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7 Remove a listed employer from your profile by clearing the Select/Unselect check
box (indicated by the arrow) next to the employer.

Note: Check marks in grayed-out check boxes cannot be cleared. Check boxes
become grayed out once you save the account.

Update My Profile Validation

Pleaze validate the personal information you typed.

Uzar D Famrar
Fagewon =
First Mame, Ml lma,
Last Mame  Femse

Email ooiggmall com
Please validate the employers you typed,

Emnployer Numbes] _____Emgloyer Hame _______[SelectUnSelecy
ey BEMD NETRO PARK & RECREATION TET "

o107 BERID, SITY OF - «

Save AcCount | tmll

8 Click the Save Account button.

Update My Profile Validation

Please validate the personal infermation you typed.

UsarlD Faomrard
Paggwnng =
FirstMame, Ml s,
Lwst Hame Farss

Ernal oogggmail com
Flease validate the employers you typed,

Empluyer Numberl _____ Emgloyer Hame _______[SalectUnSele|
nI5EE BEMD: METRI) PARK & RECREATION TIST =

ik [ih) BERMD, CITY OF =)

Siree Aot | l'_',u'null

The Update My Profile Confirmation screen appears to inform you that your
updated account information is awaiting activation by the Web administrator.

Update My Profile Confirmation

Your account information has been updated. New employer accounts requested will be in Pending status until activated by the employer’s web
administrator.
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Section 4—Creating a Report and Adding Records

Process 1—Creating your report
Overview

Before creating your Regular Report, you need to collect wages, hours worked, and
member contribution data for each employee payment made during the current reporting
period. You then create your report, including a wage and service (DTL2) record for each
payment.

Collecting report data might involve receiving reports and/or electronic files from your
payroll system. For small organizations, payroll might be a manual process, in which case
this effort can involve collecting paper forms manually filled out during the pay period.

If you choose to submit demographic (DTL1) records in your Regular Report, you will
also need to collect information about employees who are newly hired; terminated; de-
ceased; beginning or ending a leave of absence; or who require changes to their names,
addresses, or SSNs. Enter this information as DTL1 records. Alternatively, you can in-
clude these records in a separate Demographics and Adjustment Report.

Unlike Regular Reports, which you must create for assigned report dates, you can assign
Demographics and Adjustment Reports any date other than the assigned report dates
reserved for your Regular Reports.

Important: You should not submit DTLI records for all employees every reporting
period; you should only create them to communicate a change in an employee’s
employment status or personal information (name, address, SSN) that occurred during the
reporting period.

Selecting a reporting method

Before beginning the reporting process, you need to decide which method you will use to
create and populate your report. EDX provides three methods:

Empty Report method: Create a new, empty report, and manually enter all records.

This method requires the employer to manually create and enter all individual records
into EDX.

File Upload method: Create and upload a data file containing wage and service, and/
or demographic data.

Use this method if you or your third-party administrator can produce an electronic file
containing your data. The report must be a single file and in the standard reporting for-
mat specified in the EDX File Format and Development Guide for the Version 2 File
Structure. Usually this file is generated by or extracted from your payroll and/or human
resources systems. PERS requires employers with more than 250 employees to use this
method. Employers with fewer than 250 employees may also use this method.
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Brief description of the process components

Copy Forward method: Copy wage and service information from a recent posted
report and make changes manually.

Employers with fewer than 250 employees opting not to create a data file may avoid
redundant data entry by copying information from the most recent posted report into a
new report. This happens in a single-step process in EDX. EDX copies DTL2 records
from the most recently posted report into a new report and updates that report with new
date information. You can then edit the records for any current period differences and
manually add other records as needed.

Important: EDX will only copy forward DTL2 records that have a reported wage code
of 01, 02, 07, or 08.

Process flow for Regular Reports

Below is a process flow diagram for creating a Regular Report.

Wage and Service

.
Collect Member
Information: Salary,
Contributions, Hours
Worked

~ -/ Records
—_——

Collect Employee Job
Changes: Job Class

and Avg, Qvertime )
\ y, Consolidate Source Generate Upload .
Information File Upload File
| —
Demographics A
)
Collect Employee Job
Changes: Job Class Records > Enéer Rzport
and Avg. Overtime ecords
—

Brief description of the process components

Below is a brief description of each component of the Create Your Report process. These
components are basically the same for creating either a Regular Report or Demographics
and Adjustment Report. The only differences are the types of information that may be
included in each type of report and the report dates used.

* Collect Member Information—Collect employee hours worked, salary, and member
contributions, which you will use to create wage and service (DTL2) records.

* Collect Employee Job Changes—Collect information for job class changes that occur
during the report period for your active employees, including the Average Overtime
Hours codes for the new job classes. Add this information to the DTL2 record for
those employees changing job classes.

* Collect Member Information (changes only)—Collect demographic information about
employees hired; terminated; starting or ending leave; or who require changes to their
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names, addresses, or SSNs. Only collect demographic information for any changes
that occur during the reporting period.

* Consolidate Source Information—Gather all the information in one place to upload
data or manually enter it into EDX.

* Generate Upload File—The payroll and/or HR system generates a single electronic
file in the format required by PERS (standard reporting format).

* Upload File—Upload the electronic file to PERS using EDX.

* Enter Report Records—Manually enter additional report records not included in the
electronic file into your report using EDX.

Working with the Wage and Contribution Reports

The Work on Wage and Contribution Reports screen is where you create, edit, and correct
reports submitted through EDX.

Balloon numbers appearing in the sample Work on Wage and Contribution
Reports screen on the next page refer to descriptions on this page and the next.

1) At the top of the work space area of the page, you will find the link that allows
you to create a new report.

2) The Unposted Regular Reports section displays the current condition of Regular
Reports added to EDX but that have not fully posted yet. The status of a given
report is shown under the Status column. The two possible conditions for reports
not posted are:

Added—The report is newly created and has not been released for validation.

Suspended—The report had at least one error. This status occurs when EDX
encounters bad format or suspended errors during the nightly validation pro-
cess. This will also be the status when EDX rejects a report because it contains
too many errors (more than 15 percent of records submitted).

The Unposted Regular Reports section also displays these columns:

Date Submitted—Allows you to sort by date the report was submitted for
batch processing by clicking on the column header.

Report Date—Allows you to sort by date the report was created by clicking on
the column header.

Delete—Allows you to delete a report that has no posted records.
Edit—Allows you to view, edit, and correct report records.

Release/Un-Release—Allows you to release the report, which flags it for in-
clusion in the next batch process, or to un-release the report, which effectively
removes the flag and keeps it from being processed in the next batch. Once
you release a report and it goes through batch processing, you do not need to
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Working with the Wage and Contribution Reports

release again. EDX will automatically reevaluate any further changes made to
report records in the next batch process.

* Reject/Edit Report—Lists record detail information and the associated error
messages for all records failing validation during the batch process. Use this
report to help manage records you must correct.

* View Details—Allows you to view a breakdown of each employee’s
contributions, verify addresses are correct, and see if an individual record in a
report posted.

» View Totals—Allows you to view a summary of the totals for a given report.
Reports submitted within the past year are available for viewing.

A3) The Unposted Demographics and Adjustment Reports section is identical to
the Unposted Regular Reports section except that this area of the page displays
Demographics and Adjustment Reports that have not posted.

“4) The Posted Regular Reports section shows which Regular Reports posted,
meaning all the records within the reports posted. Here you can view report
details and totals.

5 The Posted Demographics and Adjustment Reports section is identical to
the Posted Regular Reports section except that this area of the page shows
Demographics and Adjustment Reports that posted to EDX.

Hesmig Log Off

Working with: COOS COUNTY, 02018

Work on Wage and Contribution Reports

Below i5 a list of the |atest Wage and Contribution Reparts. Select an action that |5 avallable neat to e report or you can also Create 3
Mew Repad

= Work with Linposted Reports
& Work with Posted Repors
#  Liann mang Shoul woking with Wig and Conlributicn Rgpoms

Unposted Regular Reports

Jate Repont | || Release Un. RejectEdit

Suspended  ODAON1 IR0 peels  gdd e i Aport View Datads Wi Totals

Suspended  022ZON oMeN  gokle  sdf nin Vigw Aeport View Detals Wi Tolals

Unposted Demographics and Adjustment Reports

¥You have na UnPasted Demaographics and Adjustment Repors

Posted Regular Reports

m Date Submitted Report Datg View Totals Wi plails Raport Type
Posted 10042010 08302010 YView Tolpl View Detols Reguiar
Posted CE042010 TR Yigw Totak Vigw Detos Aeguiar
Poated MAR2010 (el ] Wiew Tolnls W Qesials Regular
Pested 01032011 12312010 Vi Tolals i Delnis Reguiar
Posted 0ENAZ0 0s312010 YView Toipl Yiew Detals Reguiar
Posted CENL2010 04302018 View Toiak Y Deinls Reguiar
Posted 42010 L] Wierwy Toinl Wi Derinls Rnguiar
Peated 1232010 300 View Tolaly i Ditais Reguiar
Posted 02010 a0 YView Toiph Yew Detals Reguiar

Posted Demographics and Adjustment Reports

m View Details Repaoit Type
Posted DR DED1ZO0 s Wi Dietpils Demagraphics and Adjustment
Posied RABZIID DEOZTNI0 L] i Diepiy. Demegraphics and Adusirmeni

Posted 13200 114032010 nis i Dethis Demepraphics and Adjstment
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Accessing the Work on Wage and Contribution Reports

The Work on Wage and Contribution Reports screen is the main starting point for
creating, viewing, and editing reports; subsequently, the steps outlined here are used
throughout this section of the manual.

1 Log on to the Employer Home Page screen as outlined on pages 6—7.

2 Select the employer from the Employer Selection list whose reports you want to
work with if not already selected (as indicated by the ¥ icon).

Note: If you only report for a single employer, you will not see the Employer
Selection list; your employer will already be selected.

3 Click on the Work on Reports link (indicated by the arrow).

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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

Creating a Regular Report

1 Follow the steps in the previous topic to view the Work on Wage and Contribution
Reports screen.
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Creating a Regular Report

2 Click on the Create a New Report link (indicated by the arrow) to view the
Create a New Report screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

=« Work with Unposted Reports
« Work with Posted Reporis
# Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

m Date Submitted m Release / Un-Release | Reject/Edit Report

Added 06032011 053172011 delete  edit Release View Report View Details View Totals

Unposted Demographics and Adjustment Reports

m Date Submitted m Release / Un-Release | Reject/Edit Report

Added 06/03/2011 05192011 delete  edit Release View Report View Details

Suspended 05132011 05182011 delete  edit nia View Report View Detailz nia

3 In the Report Creation Form dialog box, type the assigned report date for your
report in the Report Date text box. You must type the date in the format MM/DD/
YYYY, as shown below.

Report Creation Form
Report Date : ||:|3,f1?f.2|:n:|6 (MBDDR)

Report Type : I Fegular j

Flease choose a method for populating your report.

& | would like to Upload a payroll file to populate this report.
O lwould like to copy member records from the most current posted repart to this report.
' lwould like to create an empty report and add member records manually.

4 Select the radio button @ next to the description of the report creation method
you want to use. (Reporting methods are outlined in “Selecting a Reporting
Method” earlier in this section.) Your options include:

* uploading an electronic report file from your local machine or network,
* copying forward the last successfully posted report, and

» creating an empty report and manually entering the detail records.
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Note: By default, Report Type is set to Regular. Leave this field set as is. The
alternate option is discussed in the next topic.

Report Creation Form

Report Date : ||:|3,fl?;2|:u:|6 (MBDID )
Report Type : |Regular j

Flease choose g method for populating your report.

& | would like to upload a payroll file to populate this repor.
0 Jwould like to copy member recards from the most current posted repart to this report.
0 lwould like to create an empty report and add member records manually.

Click the Next button.

If you selected:

 the first radio button to upload your report, proceed to “Uploading a report” on
pages 57-59.

* the second radio button to copy forward a previously posted report, proceed to
“Copying forward a report” on pages 60—61.

 the third radio button to create an empty report and populate it manually, pro-
ceed to “Creating a manual report” on pages 56-57.

Creating a Demographics and Adjustment Report

1

Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
52 to view the Work on Wage and Contribution Reports screen.

Click on the Create a New Report link (indicated by the arrow) to view the
Create a New Report screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can alse Create a New Report

= Work with Unposted Reports
« Work with Posted Reports
e Learn more about working with Waage and Contribution Reports

Unposted Regular Reports

Date Submitted m Release / Un-Release | Reject/Edit Report

Added 06/03/2011 05/31/2011 delete  edit Releaze View Report View Details View Totals

Unposted Demographics and Adjustment Reports

m Date Submitted m Release / Un-Release | Reject/Edit Report

Added 06/03/2011 05192011 delete  edit Release View Report View Details
Suspended 05132011 05182011 delete  edit nla View Report View Detailz nia

Posted Regular Reports
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Creating a Demographics and Adjustment Report

3 Type the date you want to assign the report in the Report Date field. The date
must have the format MM/DD/YYYY. Remember, you cannot use a report date
assigned for your Regular Reports. Demographics and Adjustment Reports can be
given any other date.

4 Click on the down arrow (indicated by the arrow) next to the Report Type field
and select Demographics and Adjustment Report from the drop-down list.

Report Creation Form
Report Date : ||:|3m1,=2|:u:|? MRIDI D
Report Type : |{=E=0E «

Flease choose a method for populating waur report.

% |would like to upload a payrall file to populate this report.
 lwould like to copy member records from the most current posted report to this report.
 would like to create an empty report and add member records manually.

e

5 Select the radio button ® next to the description of the report creation method
you want to use. For Demographics and Adjustment Reports, you can choose
either the:

* File Upload method (first radio button) or
* Empty Report method (third radio button).
Note: The Copy Forward method is not available for Demographics and Adjust-

ment Reports because demographic records communicate changes that are not
consistent between reporting periods.

Report Creation Form
Report Date : IDS{Dl;‘EDD? (MMID DY

Report Type :

Please choose a method for populating your repart,

' |would like to upload a payroll file to populate this repart.
 lwould like to copy member records from the most current posted repart ta this report.
& |would like to create an empty repart and add member recards manually.

[rex

6 Click the Next button.
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Note: If you try to submit more than one Demographics and Adjustment Report with
the same report date, an error message appears, as shown below. Either change the
report date or delete the previous report before creating a new one for that same date.

Error Message

o Areport for the specified report date has already been created.
You must delete the existing report before you can create a new
report for this report date.

If you selected the:

 first radio button to upload your report data file, proceed to “Uploading a
report” on pages 57-59.

 third radio button to create an empty report and populate it manually, proceed
to the next topic.

Creating a manual report

1

Follow steps 1-3 in either “Creating a Regular Report” on pages 52—54 or
“Creating a Demographics and Adjustment Report” on pages 5456 depending on
which report you want to create.

If you want to create a Demographics and Adjustment Report, click the down
arrow (illustrated by the arrow) next to the Report Type field and select
Demographics and Adjustment Report from the drop-down list. The default
Report Type is Regular.

Report Creation Form
Report Date : ||:|3m1,=2|:u:|? MRIDI D

Report Type : |=ERT[ET e

Flease choose a method for populating waur report.

% |would like to upload a payrall file to populate this report.
 lwould like to copy member records from the most current posted report to this report.
 would like to create an empty report and add member records manually.

e
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Uploading a report

3 Select the radio button @ next to I would like to create an empty report and
add member records manually.

Report Creation Form
Report Date : ||:|3m1,=2|:u:|? MRIDI D

Report Type :

Flease choose a method for populating waur report.

% |would like to upload a payrall file to populate this report.
 lwould like to copy member records from the most current posted report to this report.
 would like to create an empty report and add member records manually.

e

4 Click the Next button.

5 Verify the Create Retirement Detail Report Confirmation screen shows you suc-
cessfully created the report.

Create Retirement Detail Report Confirmation

The wage and contribution report has been successfully created for the following report date:

03/01/2007

What Next?

6 At this point, you can add records to the report by following the instructions listed
in “Manually adding report records” on pages 61-67.

Uploading a report

1 First complete the steps listed in either “Creating a Regular Report” on pages
52-54 or “Creating a Demographics and Adjustment Report” on pages 54—56.

2 Click the Browse button to open the Choose file window.

Upload File

Upload the §le for e nerswage and conbibuiion report weth fhe foll oeing Report Daia:

LRI L

» Thid Ble eFligld £ onlans all of the e @ And Eaninbulion S5 e he i vweig® and ConrSulinn régdr]
& The format o the filg Should cornpdy with #he: standards satiby PERS
v Tios fedees T Tl B aar COMPUIET OF Sys1edn b0 ouns, cick o he Briwas bumon. Then choose T il Rom wur dirctory,

l— Birowsa. I
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Browse your local machine or network to locate the desired report file.

Note: The uploaded file must adhere to the following naming convention:
Employer #.Reporting Date.dat
Example: A file with a reporting date of April 22, 2004, for employer #02596 is
named:
02596.04222004.dat

Note: PERS can neither provide .dat file creation tools nor assist with
modification or enhancement of your existing third-party tools.

Select the file.
Choosefile 2%
Look i | ‘=3 Data Files -] « ®ckE-

] 02596, (3062007, dat

Hizhoay

@

Desklop

Fly Dhocumerts

=]

e

by I:;l:rn podes

My Mewark F..

lonane | =]
=]

Filesof typec |4l Files [

|Dwﬁ|
_ Concel |

gl

Click the Open button.

When you return to the Upload File screen, the full path name of the file
populates the File Upload text box.

Upload File

Upiosd the fle far 1he new wape Snd contibulian nep o with B ol reing Report Date:
OCHG

# This flo should contain all of the wage and conbibudon data for the new wags and connizaetion regaon
» Tog foimal of e e shoukd comgly with Ine slanderds 210y PERS
& To meva T filid oM your compuler o Sysiem b ours, ook onthe Browsa butan. Then chaase T fla fom your directany,

Bs\07596. 03062007 dat| | Browsa, | W
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Uploading a report

Click the Begin Upload button.

[

Review the file information appearing in the Confirm Your File Upload dialog
box to verify it is correct.

If the information is correct, click the I Agree button; otherwise, click the I
Disagree button to select a new file to upload.

Upload File
Fiease indicale i you agree or dis-agres thal this (e has ssccessfully wploaded
Canfirm Your File Upload.
Fatpuart Crisles (G H00T
File Mams F5A6.0 3067007 dal
Fil: Ty bodplain
File St 67348 [byles)
Tres fle destribed sbove does mbir the ke tha | Tres fe destribid sbove does nolrmaich the Sle thall
uploaded I'want this file’s dala B2 be loaded inko tha uploaded |wantbo po Eackio the previous pages and
Falam & longh's HEkeh run Iry Egsn
[ ocaoreo |

Upon clicking the I Agree button, the Create Retirement Detail Report
Confirmation screen appears and confirms you successfully created the report.

Create Retirement Detail Report Confirmation

The wage and contribution report has been successfully created for the following report date:

03/01/2007

What Next?

Note: You must wait overnight for the PERS batch process to run before you can
view and edit records in uploaded reports. However, you can immediately add
new records to any report, including uploaded reports, from the time it is created
until it posts.

During the first batch process after uploading the file, EDX will extract the indi-
vidual records from your file and load them into the database. However, EDX will
not validate the records until you explicitly release the report. See “Releasing a
report” on page 71 for more information on releasing reports.
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Copying forward a report

By using the Copy Forward method, EDX automatically carries forward DTL2 records
from the most recently posted report to the new report and gives that report new date
information. You can immediately view, add, and edit records in the newly created report.

Note: EDX limits the Copy Forward method to reports that are no more than two
reporting periods old, are fully posted, and have 250 or fewer employees.

If you selected the Copy Forward method at step 4 of “Creating a Regular Report,” a
Pay Date text box appears on the Report Creation Form that allows you to override your
regularly scheduled report date.

Report Creation Form

Report Date : |03/17/2006 | (MM/DD/YYYY)

Report Type : | Regular ~
Please choose a method for populating your report.

O | would like to upload a payroll file to populate this report
{*) | would like to copy member records from the most current posted report to this report.

Pay Date : (MM/DDYYYY)

O | would like to create an empty report and add member records manually.

=3

1 In the Pay Date text box, type in the pay date. Important: The pay date cannot
be later than the report date.

Report Creation Form

Report Date : |03/17/2006 | (MM/DD/YYYY)

Report Type : | Regular b
Please choose a method for populating your report.

@) | would like to upload a payroll file to populate this report.
&) | would like to copy member records from the most current posted report to this report.

Pay Date : |03/01/2006 |(MM/DD/YYYY)

O | would like to create an empty report and add member records manually.

=3
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Manually adding report records

Note: If you leave the Pay Date text box empty, EDX will use the date that
appears in the Report Date text box as the default.

Click the Next button; a confirmation screen appears with additional information
regarding the number of records copied into your newly created report, as shown
below.

Working with: COOZ COUNTY, 02018

Hodme Lo O11 Contact Us

Anew wage and contibution réport has been Suocesshully created for the follawing dates
Report Date: 03172006
Pay Date: 03012006

Thie urmber of member reconds Copied bo the new repor ane: 32

The Work Penod Begin and End Date Belds have been cleared in each recond of this new report. You must enter new woark peried
begin and end dates as needed.

Vil can 3l employes resords by editing the new wage and sonlributisn reparn

What Next?
An e-mail will be senl 1o your Payrall Specialist confirming the erealion of this wage and contribution repor

Yol have completed thie report creation process.

* Vigw Information aboul your Agency

= View your Agency Statement

« View the Currend Empdoyes List for your Agency
+ Ratum i Repod Sumiman Page

Manually adding report records

You can manually add records to reports you created that have not yet posted. Once the
report fully posts, it is closed to new records.

1

Return to the Work on Wage and Contribution Reports screen by clicking on the
Work on Reports link in the left navigation bar or by clicking on the Return to
Report Summary Page link (indicated by the arrow) on the Create Retirement
Detail Report Confirmation screen. Reports not posted will appear under the
Unposted Regular Reports or Unposted Demographic and Adjustment Reports
headings.

Create Retirement Detail Report Confirmation

The wage and contribution report has been successfully created for the following report date:
03/01/2007

What Next?
You may continue to work with the web site if you desire. Click on any link below to visit other areas of the web site.

« View information about your Agency
« View your Agency Statement
« View the Current Employee List for your Agency

* Return to Report Summary Page \
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2 Click on the edit link (highlighted by the boxes) next to the report to which you
want to add records; the Edit Retirement Detail Reports screen appears.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Added 11/28/2005 11/28/2005 delete View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Added 06/28/2004 06/29/2004 delete - View Report View Details View Totals

Posted Regular Reports

3 Type the SSN (without hyphens) of the employee for whom you want to add a
record in the Enter SSN text box located in the Option # - Add or Edit a Record
section (the # sign will either be a 2 or 3).

Option 3 - Add or Edit a Record

ou may add a new recard ar edit an existing recard. Enter a Social Security Mumber ta view or edit 3 recard for that employes. Or add &
new recard by entering the Social Security Number and completing the farm that appears on the following page.

Add/Edit Record

Enter SSN: |111111111 Add or Edit Record |

4 Click the Add or Edit Record button; the Add/Edit Member Records screen
appears.

Note: Before adding records, EDX searches the report you are working on and
displays all records in the report for the SSN you typed.
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Manually adding report records

Clicking on the select link (highlighted by the box) under the Select Record
column for this record takes you to the screen where you can edit or delete the
record. More information about how to edit and delete records can be found in
“Editing Reports and Correcting Errors” starting on page 75.

Add/Edit Member Records

Wiarkdng With SEM 111111111

This MErnbed fias Ong o MO sdstng racoeds onthis raport CRaosa T racord which you wokd [ke b edi by cicking on fa Select ink 7 yousauld ks
10 &0 @ AEw re0rd Bar this mvermbee, cick the ADd New Recsnd bulloe, You mey iew he member's plas infeemabon befane adding & new meand by eleking
on fha Membar Berefil Flans bnk in e nagalion bar.

Salect One of the records balow

Employee H.’II|I_-I-|.'.I.IF|I.IPH_-|I| Watge I:'llnlhll-‘.':1qr||.u-ﬂa;u_'|.|lll Type

Solec Record EEN

agleg 11111111 Thomas Paing . Edfed  DTLI

Chonse e tgs ofrecord b creste from e Il bedow, Fan click Add New Record

Add New Record

m Cllck to retum b o Edt Rearamsnt Detall Regsrs page

In the Add New Record dialog box, select Detail 1 — Member Demographics if
you want to create a demographic record or Detail 2 — Wage and Service if you
want to create:

» wage and service records,
* adjustment records, or

* retroactive payment records.

Add New Record

@ Detail 1 - Member Cemographics. e RA R
! Detail 2-Wage and Servce.

Click the Add New Record button.

Depending on which record type you selected previously in step 5, you will see
one of two detail forms on the Add/Edit a Member Record screen:

* Detail 1 — Member Demographics or

* Detail 2 — Wage and Service.
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The illustration below shows a default Detail 1 — Member Demographics screen.

Add/Edit a Member Record

The status of this member record is: Added

SSH: | 000000000

Status Code | 00 - Mo Change in Status

|

Status Date: (MM/DDIYYYY) |:|
Last Day Service (MM/DDIYYYY) |:|

First Name: |

Last Name: |

Middle Name: |

Name Change Indicator:

Address - 1: |

Address - 2: |

Address - 3: |

City: |

State: | NONE

Province: |

Country Code: | USA

Postal Code: I:l
Date OF Birth: (MM/DDIYYYY) |:|
G

PERS Job Class Code: |

Average Overtime Hours
Unused Sick Leave Hours |:|
Contract No. of Months

Employer Site Distribution Code |:|

Non PERS Data Memo |

Detail 1 - Member Demographics:

Em ==
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Manually adding report records

The illustration below shows a default Detail 2 — Wage and Service screen.

Add/Edit a Member Record

The status of this member record is: Added

Detail 2 - Wage and Service:

S5N: | 000000000

First Name: |

Last Name: |

Pay Date: (MM/DD/YYYY) (03/01/2007

Work Period Begin Date: (MMDDYYYY) [ |
Work Period End Date: (MM/DDIYYYY) |:|
Hours Worked: (Regular) I:l
Hours Worked: (Overtime) I:l

Reported Wage Code: |

Subject Salary, Regular

Subject Salary, Overtime

Non-Subject Salary

Lump-sum Payoff

Lump-sum Vacation Payoff

Gross Salary

Member Paid After-Tax Contribution (MPAT)
Member Paid Pre-Tax Contribution (MPPT)

Unit Contribution

UL

m
3
=
2
1]
=
-
B
=}
o
=
Li:]

_|
[+1]
=
&
&
=
=
g
S
=
™
]
=l

Optional Employer IAP Percentage | 0% v

Optional Employer IAP Contribution

HI

PERS Job Class Code |

&)

Average Overtime Hours

Hl

Employer Site Distribution Code

Non PERS Data Memo |

7 Enter the information as it applies to the type of member record you are creating.
(See the Employer Quick Info help file for instruction on how to report different
types of employee demographic and wage and service data.)
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8 Click the Save button to return to the Add/Edit Member Records screen.

Note: Failure to fill in all required fields for a particular type of member record will
result in an error appearing after you click the Save button, as shown below.

# B« Lastname should ot be blank
w 5- Firsl rearne ahould ol be Blank

After saving the new record, the Add/Edit Member Records screen displays your
new record in a table with any other records already created in the report for that
SSN. From this page you can:

» edit the record you just added by clicking on the select link next to the record
description (see the topic “Editing records” on pages 80—84),

» continue working with the same member and add a further detail record by
selecting Detail 1 or Detail 2 and then clicking the Add New Record button,
or

* return to the Edit Retirement Detail Reports screen by clicking the OK button.

From the Edit Retirement Detail Reports screen, you can enter the same or new
SSN to add or edit additional records.

9 Click the OK button to return to the Edit Retirement Detail Reports screen if you
have finished adding or editing report records for the current SSN.

Add/Edit Member Records

Warkdng With 2EM 111111111

This Mrnbed ids 0o of Fots Sasing racceds on s raport. Chaoosa T racord wihich you Wik e b eoit by cicking on tha selact link IT yousould [
10 a0l & ek e 0 e Thig e, click the ADd MNew Racord bulioa Yoo mey vigw the members plas infsemation besaee adding & néw meoond by thicking
on i Mombaor Bersaiil Flans knk in e naagation bar.

Select One of the records balow

Boleci Hecord 55N |Employes Name |Repomed Wage Code | Stame Record Type

saled 111111111 Thomas Faing . Edfed DT
Chonae e s of recond o creads from T 5 Dedw, T click Add N Record

add New Record

Yo s | nckd wow Rocord |
I Coatail 2 - Wage and Service

m Click bo reduen b Tea Edt Refimmant Dedall Reporis page
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Manually adding report records

10 Click the Done button or on the Work on Reports link in the left navigation bar
to return to the Work on Wage and Contribution Reports screen, or repeat steps
1-7 to add or edit further records in the report.

Edit Retirement Detail Reports

o iy vig, dd, Sr Sdil Sy uniiEiad e cdnds an e curren] repart
Option 1 - Finished Editing This Report?

m Firished Editng This Report? Clck the Done buon % retum o the Yook on Redemaent Detail Reports page. You may re-edi s repor at
anry e in e Tukeee until all records o The reg ang posisd

Option 2 - Edit the Report Header

Hyou crealed & repart Teough the | wouwkd ke Bo crestie an emply report and acd memiben reconds memeslly optaon, you may change the epor™s repon
dale. i necassan,
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Section 5—Submitting a Report

Process 2—Submitting a report
Overview

The Submit Report process involves releasing your report, which EDX then evaluates
during the nightly batch validation process. EDX will not evaluate reports until you
explicitly release them. After releasing the report, EDX attempts to validate and post the
report’s records in the next nightly batch. The next morning you must correct detected
record errors.

EDX gives records passing validation a “posted” status, and you may no longer delete or edit
those records. Likewise, you cannot edit or delete fully posted reports (all records posted).

Process flow

Below is the process flow diagram for submitting and validating a report.

Release Report Validate Report

Valid Report Post Report

Errors Corrected

~v_ L.

Correct Errors |

Brief description of the process components

Below is a brief description of the Submit Report process components:

Release Report—You release the report created in the report creation process. After
releasing a report and allowing it to go through the batch validation process, you do
not need to release the report again.

Validate Report—PERS’ nightly batch process will validate the records. EDX tags
most records that do not pass the validation process with errors.

Correct Errors—You can edit and correct records with errors each morning following
the nightly batch validation. When EDX detects changes in your records during the
batch validation, it re-evaluates all the records in the report.

Post Report—If 85 percent or more of a report’s total records are correct, the EDX
nightly batch process will post the correct records. EDX will reject the entire report if
fewer than 85 percent of the records are correct.
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Releasing a report

Releasing a report

Releasing a report lets EDX know the report is ready for evaluation in the nightly batch
validation process. When PERS runs the overnight validation process, the released
report’s error-free records post to the individual accounts.

Note: Release a report only if you are certain you do not want to add any more records
to the report. If you release a report, you can still un-release it before the nightly batch
process (see the topic “Un-releasing a report” on page 72).

1 Follow the steps in “Accessing the Work on Wage and Contribution Reports page”
on page 52 to view the Work on Wage and Contribution Reports screen.

2 Select the report you want to release for EDX batch validation by clicking on the
Release link (highlighted by the box).

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details NETAER

Suspended 02/02/2007 01/01/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \ETAER

Added 03/07/2007 03/07/2007 delet m View Report View Details n/a

Posted Regular Reports

3 Click the Click here link (illustrated by the arrow) on Confirmation to return to
the Work on Wage and Contribution Reports screen.

Confirmation

Information Message

o The report has been released for tonight's processing.

Click here to go to the previous page.
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Un-releasing a report

After releasing a report but before the nightly batch evaluates it, you can un-release the
report to keep it from being validated in the nightly batch process. You can continue to
work on the report until you release it once again.

Note: Once you release a report and it posts, you can no longer make changes to the
report. If a posted report has missing records or the information is incorrect, you can
submit a Demographics and Adjustment Report to update demographic information or
adjust wage and service data reported incorrectly. (See “Adjustment Records” in the
Employer Quick Info help file.)

1 Follow the steps in “Accessing the Work on Wage and Contribution Reports page”
on page 52 to view the Work on Wage and Contribution Reports screen.

2 Click on the Un-Release link (highlighted by the box) to return a report to its
previous “un-released” status and prevent it from being processed in the nightly
batch cycle.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \ETAER

Suspended 02/02/2007 01/01/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Added 03/14/2007 03/07/2007 delete edit m View Report View Details n/a

Posted Regular Reports

Viewing report totals

This process allows you to view select data totals for your report. Reports submitted in
the past year are available for review.

1 Follow the steps in “Accessing the Work on Wage and Contribution Reports”
page 52 to view Work on Wage and Contribution Reports.

72 Version 10.1




Viewing report totals

2 Click on the View Totals link (highlighted by the box) next to the report you want
to view.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals
Suspended 06/22/2007 06/22/2007 delete edit n/a View Report View Details View Totals
Suspended 06/08/2007 06/08/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Status Date Submitted Report Date Delete Edit Release/Un-Release eject/Edit Report View Details View Totals
Suspended 05/14/2007 05/14/2007 delete edit n/a View Report View Details n/a
Suspended 02/26/2007 02/25/2007 delete edit n/a View Report View Details n/a

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 07/07/2006 07/07/2006 View Totals View Details Regular
Posted 05/25/2007 05/25/2007 View Totals View Details Regular
Posted 07/21/2006 07/21/2006 View Totals View Details Regular
Posted 08/04/2006 08/04/2006 View Totals View Details Regular

The View Report Totals screen appears, allowing you to view Retirement Detail
Report totals within the past year.

View Report Totals
This process allows yau $a neview the totals far Retrement Detall Repods submitied within the past year via the intemel

Fopon Slaters Posled

Filut Stafus LOAKDED
Report Date OF 2006
Total Feparied Emplemas o]

Grres Wages L TRTFLT]
Muember Conmiritations § 1702082
Ernpdiryer Contribiutinns § 19,506 50

WEC Infermatien Mot Wet Postad

Gross Wages 5000
Mamber Comritnfigers $ 000
Ermpliryer Conlyibutions g 000
Srpasied Gross Wapes s 000
&rpasted Member Comriiations § 000
Knfjersted Frisplomes © § 00
Tolad G 055 Wiipie. LRI RIEET]
Totsl Kemnbes Comfributions §17.020E=
Total Ermployer Corinibaons § 79.506.50
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Section 6—Editing Reports and Correcting Errors

Process 3—Correcting errors
Overview

During the nightly batch run, EDX tags most records with errors that do not pass the vali-
dation process and displays these records and their error messages the next morning on
the Reject/Edit Report screen.

Records passing validation will post, which means EDX has found the record to be cor-
rect. EDX saves posted record information to the PERS database. The records are also
closed to further edits.

Records posting are dependent on the percentage of errors found relative to the report as
a whole. The number of records with errors must be less than the posting threshold set by
PERS before any records in the report will post. This feature allows you to delete entire
reports that have a high percentage of records with errors, correct problems in your data
file, and re-upload the report for another attempt.

You may also need to add missed records, which can be done any time before the report
posts. The next nightly batch process will detect records that have been changed or
added, re-validate any records in the report that have not posted, post the correct data,
and report errors. This process continues until all records in the report post and the report
itself posts, at which time the report is closed to further editing.

Record validation and error types
There are four types of record errors in EDX:

» Bad Format—The format of your uploaded or entered data is incorrect. The record
did not post and will not post until you correct it.
Example: “B - Date of Birth must be numeric.”

» Suspended—The error is severe enough that the record did not post and will not post
until you correct the error.
Example: “S - Subject Salary, Regular is greater than Gross Salary.”

* Flagged—EDX found a possible error based on reasonableness checks of your data.
You should review the record to ensure the data is correct. However, it will post when
the rest of the report posts.

Example: “F - The Hours Worked (Regular) are greater than 200.”

* Valid—There are a number of reasons why a record may be flagged “VLID.” The
most common reasons are (1) 15 percent or more of a report’s records have errors and
(2) multiple records for one member exist in the same report and at least one of those
records is suspended. You can view VLID records by clicking on one of three links on
the Work on Wage and Contribution Reports screen:

« Edit,
* Reject/Edit Report, and

e View Details.
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Brief description of the process components

Each message begins with the first letter of the error type for quick identification.

EDX validates records you submitted or edited in a report to ensure the required fields
have data, the data is in the correct format, and the data values are acceptable. All report
records undergo three types of validation:

» Basic edit validation—Occurs when saving a record you added or edited manually,
as well as during the nightly batch report validation process. A basic edit validation
failure results in either bad format or suspended errors, many of which EDX will
display immediately after saving the record.

* Hard validation—Occurs only during the nightly batch report validation process.
EDX gives records that do not pass the hard validation process a status of “Sus-
pended” and will not post those records until you correct the errors.

* Soft validation—Occurs only during the nightly batch report validation process when
EDX rejects a report because of too many errors. EDX flags the records with an error.
These are only warning messages; flagged records will post when all other report
records post.

Process flow

Below is a process flow diagram of Process 3.

View Reject
Report

Report Rejected

—

Delete Previous
Report

Path 2 -~

Path 1

Error Records Correct Records Fixed Records Post Report

\ 4

)

Fix Source
Records

I Process 1-Create |
|  YourReport |

Brief description of the process components
Two paths exist for correcting errors:

» Path I typically is used when the number of records containing errors is less than the
posting threshold set by PERS. However, this error correction path may also be used
if the report was rejected because of too many errors.
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Path 2 is used for error correction when the report is rejected because the number of
records in error is greater than the posting threshold PERS set. Use this path when
you have uploaded your data and have the ability to generate a corrected data file
from your source system.

Below is a brief description of the components for the error correction process:

View and Print Reject Report—The payroll specialist views and/or prints the Reject/
Edit Report on EDX.

Correct Errors—The payroll specialist uses EDX to correct the records with errors.

Post Report—The EDX nightly batch process will post corrected records. When all
records in the report post, the report as a whole posts.

Delete Previous Report—If EDX rejects the report because of too many errors, the
rejected report must be deleted and a new report added for that same report date.

Fix Source Records—Employer makes modifications to the source system that gener-
ates the electronic data file and regenerates the file for upload. The employer must re-
create the report.

Viewing the Reject/Edit Report

This report lists all error records in your report and their error messages. Use this report
to help manage records you must correct and to view “VLID” records.

1

Follow the steps in “Accessing the Work on Wage and Contribution Reports” on
page 52 to view the Work on Wage and Contribution Reports screen.

Reports that do not post are assigned one of two statuses (highlighted by the box):

* Added—The report is newly created and has not yet been validated.

* Suspended—The report has been through validation and has at least one “Bad
Format” or “Suspended” error. This is also the status of a report that has been
rejected because of too many errors.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals
Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete edit View Report View Details n/a

Posted Regular Reports
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Editing records

2 Click on the View Report link (highlighted by the boxes) in the Reject/Edit
Report column corresponding to the report whose errors you want to view on the
Reject/Edit Report screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Release/Un-Release Reject/Edit Report

View Details View Totals

Suspended 02/02/2007 01/31/2007 delete edit n/a View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Edit Release/Un-Release Reject/Edit Report View Details View Totals
Suspended 03/14/2007 03/07/2007 delete edit n/a View Report View Details n/a

Posted Regular Reports

3 Review the records with errors before making corrections in EDX. The “S” next
to the bullets in the illustration below denotes that the member record is sus-
pended. You may print the report if desired.

Reject/Edit Report

Return to report summary page

Oregon Public Employees Retirement System

Reject/Edit Report

Organization: COOS COUNTY

250 N BAXTER 5T

COQUILLE, OR 97423 - 1875
Report Date: 01/31/2007
SSH Last Hame First Name Record Type Record Status Pay Date
100000001 BRAY MEGAN DTL2 VLID 01/31/2007
000101010 SLATER WILLIAM DTL1 susp 01/31/2007

& 5. The PERS status code is not '01" or "15" and the SSN entered does not represent a person on file.
® 5- The PERS status code is not '01°,"11°,"12°,"13", or 15" and the S5N entered is not found to have a record of open employment with this employer.

000101010 SLATER WILLIAM DTL1 susp 01/31/2007
® 5- The 55N entered does not exist in the systemn.
272625242 DEWALD DESMOND DTL2 SUsp 01/31/2007

Editing records

The Edit Retirement Detail Reports screen displays various options for adding or editing
records that did not post. You can modify or delete records that have not posted or add
records to reports that have not posted.
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Note: Some options on the Edit Retirement Detail Reports screen appear only under
certain conditions. However, the following options used to edit records with errors are
available for all reports not yet posted:

e Add or Edit a Record

* Employees with Errors
Employees with Errors displays a list of all records having errors in the report.

Each report not posted provides a link to the Edit Retirement Detail Reports screen where
you can perform various edit functions for that particular report.

Adding or editing a record

You can enter an employee’s SSN and display all records in the current report for that
employee. This is useful when you want to focus on all activity submitted for an employee
in the reporting period. This option can also save time locating a specific employee’s errors
when the Employees with Errors list displays a large number of error records.

1 Follow the steps in “Accessing the Work on Wage and Contribution Reports”
page 52 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the edit link
(highlighted by the boxes) next to the report you want to edit to display the Edit
Retirement Detail Reports screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \ETALER

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \ETALES

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

Posted Regular Reports

3 If you want to edit a record in a report that has a “Suspended” status, proceed to
step 8; otherwise, proceed to the next step.
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Adding or editing a record

5

6

Type the employee’s Social Security number in the Enter SSN text box (high-
lighted by the circle) located under the Option # — Add or Edit a Record section.

Edit Retirement Detail Reports
Yo may views, add, or adil amy unposbad mecords on T cgrrand regart
Option 1 - Finished Editing This Report?

m Fissahad Editng Thit Repor? Cick he Done buon ¥ rélim 1o the Work on Retinament Detail Regads pape. vou miy ré-gdl Wg apor 5
arrytima in e futere undl all recerds o the repce are posted

Option 2 - Add or Edit a Record

i e A B Fesw ecoi oF Sl an exisling recond, Enler & Social Secuiily MumBer b vies of e8ta recon e thal emeliee. OF add & new recied by
entesing the Social Secuty Kumier and camplabng the fmm thal appeans on the fallowsng page

Add'Edit Record

Enltey S5H Akl o Egdit Reoori
V
Option 3 - Employees with Errors

Cligk on & récond 5 make changss 10 the mecard. The faliesing Deps will provide you with a lis? ol enrors Sund during the kst nighlly vabdation balch mn far

Bach amplipes rédhrd in s L

Click the Add or Edit Record button; the Add/Edit Member Records screen
appears.

Option 2 - Add or Edit a Record

‘fou riay add a naw recard or edil an existing record. Entér a Social Security Nurmber 1o view or edil a record for that emplevae. O add 3 new recard by
efitering the Social Security Nurmber and completing the form thal appears on the following page.

Add/Edit Record

Enter SSN: [111111111 Add or Edit Record

Click on the select link (highlighted by the box) to view the record detail form
and the error message(s) associated with the record.

Add/Edit Member Records

Warkdng With 2EM 111111111

This revinke Fadcs One oF mote sdsing racceds onthis mpot Chaodss T racord which you woukd lke b ek by cicking on e Selact link T yousauld |k
10 8 & e e ord e thig mseeniber, click the Add Mew Racord bulion You miy view the members plas infaemation befaee adding & new record by tlcking
on ha Hembar Berai Flans knk in e nardgation bar.

Select One of the records balow

Employes H.’II":-'::I.IFH_Irli.lll Wage I:'l_ldlll-‘f:'|.1r||5.-5|-|.‘|_'|.|l|! Type

55N
111111111 Thomas Faing . EdRed DTLl

Haleci Hecord

& Detail 1 - Member Demograph
D e T R Ackl pw Eecord
' Cretail 2 - Wape and Serc
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Proceed to step 9.

Locate the error record you want to edit, and then click on the select link (high-
lighted by the box) to view the record detail form and error message(s) associated
with the record.

Edit Retirement Detail Reports

Winn iy view, add, or edi any unpasied records on the curent repart

Option 1 - Finished Editing This Report?

m Finighed Edfing This Report? Click the Dona butan 5 retum o the Work on Retrement Detal Repors page, vow may e adi this rego al
0wy breve in the futune unbl &0 reesed s on e regart ane posied

Option 2 - Add or Edit a Record

Wiy ey add & new record or adi an edsting reoord. Ener @ Sorial Securily Mumbsr [ vew or g0 & recand for that emiplovea, O @33 a8 new recand by
enbering e Sodisl Securly Humber and completing 8 Tomm I appears on the Bllewing page

AddEdit Recard

Eiflar S5H: Al oF Bt Recoed

QOption 3 - Employees with Errors

Chick o & racond 1o maka changes i he reeond, The Tolowing Eage will provite you wih & s of emors Tound during T 156 nighty validation Besh e for
gth srrplmys recand in this list

Fages
1
Sulect Recond Employee Hame - s Slatus HRecord Type
335315133 Joanng Dalsass Rapulas wagss St D DTL?
IRNFFEFFT] Claire &nderson Rupgular wapes Suspandad DTL2
SRS555555 ‘Winsion Lombard Regular wages EBuspardad DTLY
AAAAERGEE Amanda Burke Fepgulr wages Suspended OTLY
TITTTeeT ERlta Chandier REgulie wispsd Sy tpdrmed DTL?
BHBHBRERE Ann WiTEea LoDk Regulin wips-s Sy g DTLY

Note: Page number links appear at the top of the Employers with Errors list if the
list of records having errors is too large for EDX to display on one page. Clicking
on a Page # link will take you to that page.
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Adding or editing a record

9 Edit the member record, as necessary, by correcting values in the record detail
form fields.

The example below depicts the edit screen for a member’s wage and service
record EDX determined contained errors.

Add/Edit a Member Record

The slatus of s mamEer recond |5 Suspenited

Error Messages For Member
& - The reported mamibor contribubons are nol wihin $ea conls of the cakoulated mamber contibutons of §5 29 wage code is 01, 045,06,08,10,16

Dariail 2 - Wage and Service:

55N I3 2IITAT
Farst Hame .‘;'..'gn ]
LastName: ‘Wesherly
Pay Dabe: (MBDONYYY] 01312011
Wiork Period Begin Dabe (MMDDNYYYY)  01/01/2011
Werk Peviod End Date:(MMOODNYYYY] 017312011
Hours Worked: (Regulary 5,25
Hours Worked: {Overtime] 0,00
Reporied Wage Code: 01 - Regular wapes et
Subject Salary, Regular  55.09
Subject Salery, Overtirme 10,00
Mon-Subject Salary  10.00
Lismp-sum Paye  0.00
Lump-sum Vacation Paycf  0.00
Oroas Salary :H.EH
Bt Pakd Afler-Tax Conbrabuton [MPAT] Q.00
Membar Pakd Pre-Tax Contributian (MPPT) 000
Ursit Contribution 0,00
Emgpleryes Paid Pre-Tax Conbribution [EPPT) 'Ul:ﬂ.'.l
Oplional Employer LAP Percentage o »
OpSons! Emploper IAP Conbributicns  10,00]
PERS Job Clasy Code b
Average Overtine Hours w
Emplopar Sise Dhsiribariscn Code

Hon PERS Daka Memo

e

Note: EDX displays specific error messages at the top of the page for reference.
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10 Click the Save button on the Add/Edit a Member Record screen; EDX returns you
to the Add/Edit Member Records screen and modifies the status of your record to
“Edited” (highlighted by the box). This status indicates you modified the record
and that it is awaiting re-evaluation in the next batch validation process.

Add/Edit Member Records

‘Warking With SEMN 22237333

Thite: regnEedd Fuack: Gif@ OF Pl S ST0g it s om s rapnr, Chagdoss Tk raond wilach v vetiLibd Dl b sol by oAk o T St link: 17 yods sl ik
1o &3 & mgw réstord for this meemmites, dick the Add Miew Record bullori You migy wigw the members plas inlermation betere 3dding & nérs'recand by clicking
an e Hambar Bersi Flans knk in S navdgation bar

Select One of the records below

Select Record) 55N |Employee Name |Roported Wage Code | Status| Record Type

galerl TIIIIIIIT  Wanda Wesky Fagular wapges DTLY

Chaose the yps of nésond 35 cresde from T |0 bekew, T click lad New Record

Akl Nesw' Reacoid

11 When you are finished editing records for the employee, click the OK button to
return to the Edit Retirement Detail Reports screen. You can enter a new SSN to
add or edit a record, or you can select a record from the Employees with Errors
list to edit.

Deleting records

You can delete a record any time before it posts. After a record posts, it is closed to
further edits or deletions.

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
52 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the edit link
(highlighted by the boxes) to view the Edit Retirement Detail Reports screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \ETALER

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \ETALES

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

Posted Regular Reports
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Deleting records

3 Type the employee’s Social Security number in the Enter SSN text box (high-
lighted by the circle) located under the Option # — Add or Edit a Record section.

Edit Retirement Detail Reports
ol ey Wie, Bdd, of adil 3y unpoEbad rcands an T CrTand repant
Option 1 - Finished Editing This Report?

m Fistahed Edibng Thie Repai? Chck the Dona buman 3 retum 4 ihe Week on Reirement Detail Begans pape. You may re-edd Big repon 5t
any lima inthe fubere untbl all recweds omthe repod are posied

Option 2 - Add or Edit a Record

Y ey Sdid B P necnnd OF SOl A0 adeting reeond. Enler & Social Sl MumBer 1o vies of e a retond S thal amgloree. OF adi & e racied By
enleving the Social Security Mumiser and completing the fom that appears on the fallowang page

AddEdit Recerd

Eriléd 55N Akl or Edit Redond

—
Option 3 - Employees with Errors

Click ofi & s 8 make changas 10 s eecard, The folesing Deps will prowite you with @ 151 ol anrnrs Sund during the kst eighbly wabdation balch mn far
Bach amplines recond infed bl

4 Click the Add or Edit Record button; the Add/Edit a Member Record screen
appears.

Option 2 - Add or Edit a Record

‘fou riay add a naw recard or edil an existing record. Entér a Social Security Nurmber 1o view or edil a record for that emplevae. O add 3 new recard by
efitering the Social Security Nurmber and completing the form thal appears on the following page.

Add/Edit Record

Enter SSN: [111111111] Add or Edit Record

5 Click on the select link (highlighted by the box) to view the record detail form
and the error message(s) associated with the record.

Add/Edit Member Records

Warkdng With SEN 111111111

This mrnbed bk ong of more sdsbng racoeds onthis apont. Chaosa e racond which you woukd Lo b edi by cicking on e selact link [T youwauld o
1o 0] & Pk réstord far this rgenDee, click the A0d Mew Racoed bulida You fdy view the members ples infarmalion besice adding & new racand by clcking
on tha Mambar Bearsfil Flans ink in s naagation bar.

Salact Ong of the records balow
55N
111111111 Thomas Faing . EdRad DTL1

Emplayes Name | Repoied Wage Code | Stang Recoid Type

Halei Hecoid

Aokl New Kpcord
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6

Click the Delete button; a confirmation page appears.

Add/Edit a Member Record

The s1ates of this mamBer recond i3 Suspemded

Errar Messages For Member

Dedail 2 - Wage and Serdce;

S5N:
Firat Hams
Lasi Marmee:
Pay Date: [(MMODA YY)
Work Pericd Begin Date: (MBUDDNYYY)
Werk Parsad End Doie: [MMODDN YY)
Howrs Worked: (Regular)
Howrs Worked: pOwvertime)
Reported Wage Code
Subject Salary, Reguiar
Sulbject Salary, Overtame
Mon-Subjeot Salary
Lump-surm Payolf
Lurmp-sum Vecation Paycll
Gross Salary
Member Paid ARer-Tax Contribution (MPFAT)
Mgmbar Paid Pre-Tax Comiributicn (MPPT)
Uit CesrbriBsuriiesn.
Emplosper Pasd Pre-Tax Conitribsuticn (EPPT)
Ciptsonal Employer AP Percentage
Cipbonal Empdoyer AP Conbtributson
FPERS Job Class Code
Axerage Overtsme Hours
Employer Sie Di stributicn Code

Fon FER'S Data Memao

munn
Wanda
[Westerly
TEN TN
010 12011
0131/2011
5.25

0.00

01 - Regular wages bt

B8.09

0.00

0.00
0.00
0.00
8. 09
0,00
0,00

0.00

.00

.Izﬁ{,v

0.00

3 =

& 3« The reporied mesmiber Lonkn bubions ane not within fve cenls of the cakculaled member contrbubions of §5 39 wage code 15 01,05,06,08.11,16
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Editing a report header

7 Click the OK button when prompted to confirm your request to delete the
employee record. EDX returns you to the Add/Edit Member Records screen and
removes the deleted record from the list of records in the report.

Important: Once you delete a record, it cannot be restored.

Delete Confirmation for deleting the Member Record.

Thi 5 Thas Confiention age 10 debite this Maisber Mecord, Chck OH 1 delite thes recind of Cancel ta cancel e dolis glocess,

8 When you are finished deleting employee records, click the OK button to return
to the Edit Retirement Detail Reports screen.

Editing a report header

If you created your report using the Empty Report method and it has not posted, you will
have an option on the Edit Retirement Detail Reports screen to change the report date.

Note: The option to edit the report header is only available for reports that show up under
the Status column as “Added.”

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
52 to view the Work on Wage and Contribution Reports screen.

2 Click on the edit link (highlighted by the boxes) next to the report whose date
you want to change to view the Edit Retirement Detail Reports screen. Note: You
cannot edit the report header on a report that has suspended.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Suspended 02/02/2007 01/31/2007 delete
Added 03/07/2007 03/06/2007 delete | edit
Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details NETALER

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

View Report View Details View Totals

n/a View Report View Details View Totals

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 04/06/2006 03/31/2006 View Totals View Details Regular
Posted 05/01/2006 04/30/2006 View Totals View Details Regular
Posted 06/01/2006 05/31/2006 View Totals View Details Regular
Posted 07/03/2006 06/30/2006 View Totals View Details Regular
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3

4

In the Edit the Report Header dialog box, type the new report date in the
Report Date text box. Type the date in the format MM/DD/YYYY.

Option 2 - Edit the Report Header

ITyou created & report through the | weould like to create an empty report and add member records manually oplion, you may change the report's repar
date, if necessary.

Edit the Report Date

El:!ﬂﬁ:l:'l 03,/06,2007 Edlit Report

Click the Edit Report button; a message page confirms that you have changed the
report date in the report header.

The report header has been successfully updated. Pay dates on wage and service records
for this report have not been updated to the new date. Please use Edit Record option to
correct member information.

03/06/2007
» Work on Retirement Details Report Page

Deleting a report

You may delete an entire report if it has no posted records.

1

Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
52 to view the Work on Wage and Contribution Reports screen.

On the Work on Wage and Contribution Reports screen, click on the delete link
(highlighted by the boxes) associated with the report you want to delete.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 02/02/2007 01/31/2007 delete edit n/a View Report View Details View Totals

Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Delete Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 edit View Report View Details n/a

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 04/06/2006 03/31/2006 View Totals View Details Regular
Posted 06/01/2006 04/30/2006 View Totals View Details Regular
Posted 07/21/2006 07/21/2006 View Totals View Details Regular
Posted 08/04/2006 08/04/2006 View Totals View Details Regular
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3 Click the Yes button when prompted by the Report Deletion Confirmation screen
to confirm the deletion.

Report Deletion Confirmation

Jret oL S e ward B0 defule s report’

Viewing record details

EDX allows you to view Detail 1 (member demographics) or Detail 2 (wage and service)
records submitted in posted and unposted reports. Use the View Details links to view a
breakdown of each employee’s contributions, verify addresses are correct, and see if an
individual record in a report posted. You can sort record details by last name or SSN.

In cases where a Demographics and Adjustment Report or Regular Report is suspended
but none of the records within that report are suspended, the problem could be the result

of valid records. (See “Record validation and error types” on page 76 for an explanation of
what can cause valid errors.)

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
52 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the View Details
link (highlighted by the boxes).

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Release/Un-Release Reject/Edit Report View Details
Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals
Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete  edit View Report n/a

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 04/06/2006 03/31/2006 View Totals View Details Regular
Posted 05/01/2006 04/30/2006 View Totals View Details Regular
Posted 06/01/2006 05/31/2006 View Totals View Details Regular
Posted 07/03/2006 06/30/2006 View Totals View Details Regular
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3 Click on the Detail 2 Records link to view wage and service record details, or
click on the Detail 1 Records link to view demographic record details.

Wage and Contribution Report... Record Details

Detail 2 Records

Detail 1 Records

The illustration below shows a partial Detail 2 screen.

Wage and Contributlon Report... Detall 2 Records
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The illustration below shows a partial Detail 1 screen.

Wage and Contribution Report... Detail 1 Records

Belum 3 repor EUMmary page Dowrload B8 v
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Stalus| Status sl (Middle| . =4 o . H 2 " C
s First (Middbe |~ ol Addresst | Address? | Address3 | Clty | State | ZipA | Zip-2 | Province

Code | Date | . Hame | Hame 1 |

ECTD 1AAHA W O3 2007 Clah By H 20 W Craer e Bwrd R o [

Wi king i
[ previous e

Report Date: 02070007

Click the Previous or Next button to scroll through each page of records. Click on
the SSN or Last Name links to sort the record details, making it easier for you to
locate a particular record.
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4 If you want to view the details of the other record type, click on the Return to
report summary page link (indicated by the arrow) to return to the Wage and
Contribution Report... Record Details screen to make your selection.

Wage and Contributlon Report... Detall 2 Records
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Correcting valid records

The following steps should allow you to correct most valid records. In cases where you
are unable to fix records with a “VLID” status, you will need to contact the Employer
Support Center.

1 Follow the steps in “Accessing Work on Wage and Contribution Reports™ on page
52 to view the Work on Wage and Contribution Reports screen.

2 Locate the report in either the Unposted Regular Reports or Unposted
Demographics and Adjustment Reports section containing the valid records(s), and
then click on the edit link corresponding to that report (highlighted by the boxes).

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 02/02/2007 01/31/2007 delete View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 04/06/2006 03/31/2006 View Totals View Details Regular
Posted 05/01/2006 04/30/2006 View Totals View Details Regular
Posted 06/01/2006 05/31/2006 View Totals View Details Regular
Posted 07/03/2006 06/30/2006 View Totals View Details Regular
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3

Under Option # - Employers with Errors, locate the error record you want to edit,
and then click on the select link (highlighted by the box) to view the record detail
form and error message(s) associated with the record.

Edit Retirement Detail Reports

Wi ridy wiEw, S0d, or sdf any unpasied recards on e curren rapart

Option 1 - Finished Editing This Report?

m Finighed Ediing This Report? Click the Done buton & ratum to the Work on Relement Delsl Reports page, Yiow may - adil this regon al
e brevé in the futuns unhl &0 recsed e on e regart dre posied

Option 2 - Add or Edit a Record

Wiy iy add @ new record or adi an esting record. Ener @ Sorial Securiy Mumser [ vew or e & recand for that emiplovea, O @33 3 new recand by
enluing e Secisl Secunty Humbar and completing 5 1o el appeans on the Bllowesg page

AddEdit Recard

Erlar S5M; Akl or Edit Record

Option 3 - Employees with Errors

Click om a mcond o maks changes e ihe retond. The Tolliowing gagps will provide you with & lisi of esrors found during e lasd nighily valldafon Baich ngafor
each emphaea mcded in this hEl

Pagui
1

Employee Hame il fage Status Record Type

FIEFE Joanng Daliass Rugula wispss ST

444444444 Claira Anderson Repula wagds SU D DTLT
SECEES555 Wansion Lombard Rogular wiaepes Susperiied DTLZ
AAGAGRERE Amanda Burke Roguls wispes Susperiied DTLE
TrrreeeeT Rl ChandkEr Hegulir wigss Susperided ) e
AAEAAREER Adin W - Lk Rafubss whpsd S iebrBad DL

Note: Page number links appear at the top of the Employers with Errors list if the
list of records having errors is too large for EDX to display on one page. Click on
a Page # link to take you to that page.

Click on the select link in the row corresponding to the “Valid” record status
(highlighted by the box); the Add/Edit a Member Record screen appears.

Add/Edit Member Records

Working With S5N: 000000000

This member has one or mare existing records on this report. Choose the record which you would like to edit by clicking on the select link. Ifyou w
new record far this member, click the Add Mew Record hutton. You may view the member's plan infarmation before adding a new record by clicking
Benefit Plans link in the navigation har.

Select One of the records below
Select Record m Employee Name |Reported Wage Code m Record Type

000000000 PETER PARKER alid DTLA
aoooooono FETER FARKER Regularwages Suspended DTLZ

select

select

Chooge the type of record to create from the list below, then click Add New Record.
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5 Edit the member’s information to correct the record, and then click the Save

button.

Viewing record details in Excel

EDX gives you the ability to download Detail 1 (member demographics) or Detail 2
(wage and service) data submitted in posted and unposted reports to an Excel spread-

sheet. You have the option of either downloading and immediately viewing the data in a

spreadsheet or saving the data and later importing it into any spreadsheet.

1 Follow steps 1-3 in “Viewing record details” on pages 89-91.

2 Click on the Download as csv link (indicated by the arrow).
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P10 TSN Hen Suran 090 00T OO GEGT 0L SonT 1F3 00 (] JIGTION 00 000 OO0 3008 FIATI00 000 304
PETD  APESEAMG Ok el [ERci W T VT ol T e | 1 (i V] (1] 0 08 ool PN E Ol 068 ik b
FITD S0P 0 Oaides Anra 045 2007 D08 2007 0L 00T X 25 00 of 30312 gl g ik D 3005 $33i: 0 300
FETD S41C4{ EE) Baoder Bnze G R00T 0900 042007 11628 DD L W IR0 B0 D D} W0 WISX 0 300
FETD 3T XED Moo Phglis 2007 HOAE00T 00 2007 5200 L0 oz .00 o FX WM W0 X N0 100
3 In the File Download dialog box that appears, click the Open button to download
and open the file in Excel.
File Download x|

@ Some files can harm your computer, IF the file infarmation below
-*

lookz suzpiciouz, or you do not fully trust the source, do not open or

zave this file.

“whiould pou like to open the file or zawe it to your computer?

File name: detail2Report.cew

File type:  Microzoft Excel Comma Separated Walues File

From: phil 08, 24590 perz. state. or.us

Open | Save I Cancel

bore Infa

W &lways azk before opening this bype of file

After you click the Open button, the file downloads, and Excel opens a spread-
sheet containing the record data (as shown in the Detail 2 illustration below). You
can now manipulate the data, as necessary, to achieve the results you want.
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Note: Excel drops any zeros that appear at the beginning of the Social Security
number. A pound (#) symbol appearing in an Excel spreadsheet denotes that the
cell is not wide enough to display the data contained within.

Ed mMicrosoit Exoel - detailiReport] 1 Lesy ) =18 x|
|7 e Edé Wew Vet Fomet Took [ofa GobofDF Wordow Help hidobe FOF ] LI
(DEH SRAY LGB -~ - Rz LI DBOY v w0 -0 sy FEEEE S %X, WK -S4
|Arstl |2 |F & | ER|ED|Ee|E]ES.|nn
[ o |
Ez = =| 391000

| Y & 1 [ I [1] E | F [ & [ w [ v [ > [ ® [ v ] W | 81T o [
1 [Recond Stalus |SEN Lag? Nams First Name  Pay Date Work PariiWork PaniiHaurs Wt Houes Wt Wage Cod Subyact S2 Subgct Sz Non-Subje Lump-Sun Lump-Su Grog |
2 |PSTD 2221111 Moore Mindy /2006 723 1 1 w000 W00 $000 B0.00 MM
3 |PSTD 55330022 Brauns Eva A31/2006 [ 0 1 S¥EE W@ W00 00 S0 &
4 |PETD 17348578 Picard Chiisty II006 a7s 0 1 8EE3 WM W0 WM Wn H®
& |PSTD 713465819 Boethner Susan /2006 1735 i 1 o S000 000 S000  SO.00 M
B |PETD BPE543210 Clpek Kby 006 [F] 0 7 MW WM W00 W 0
7 |PETD 714825035 Heiskell Elsine /51 206 Eil i 1 $6I0E0 300 W00 000 %000 %6
8 |PSTD 541541541 Baster Brucs 006 665 0 Vom0 W00 W00 %000
8 |PETD 2007 20060 Moora Phylis 32006 31.2% 1] 1 MBS 00 0o $0.00 $000 | $4
10 |FSTD 154663784 Von Duten Liuta 2006 1733 0 1wy W00 W00 W00 W0

Saving record details

Follow steps 1 and 2 in the previous procedure.

In the File Download dialog box that appears, click the Save button.

File Download x|

Some files can harm your computer. |f the file infarmation belaw
looks sugpicious, or you do ok fllp trust the source, do not open or
zave this file.

File name: detail2Report.cev
File type:  Microzoft Excel Comma Separated Y alues File

From: phrl 03, 24590 perz. state. or.us

wiould you like to open the file or save it to pour computer?

Open | Save I Cancel More Info

¥ Always ask before opening this twpe of file
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4

5

When the Save As dialog box appears, type the filename you want to name the file
in the File name text box. By default, the Save as type box is set to Microsoft
Excel Comma Separated Values File (.csv). Leave it set to the default.

savens x|
Save in: I:ﬂ Desktop j | £ EB-

- My Dacuments
b=l My Cornpuker
IS My Metwork Places

File name: cIeI.aiI:?_-'F:e ork. o j Save I
Save as type: IMicmsaﬂ Excel Comma Separated Walues File j Cancel |
P

In the Save in text box, click on the down arrow (illustrated by the arrow) and
choose where you want to save the file in the drop-down directory.

Save in: I @ Desktop j

=y My Documents

bl My Cormpuker
IS 1My Metwork Places

File: narne: I:IvetaiIE'FIe ol cav j Save I
My I
Save as lype: f Microsoft E wcel Comma Separated Values File ¥ | Cancel |
g

Click the Save button; the file is now saved and available at any time for viewing
in Excel.
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Section 7—Receiving Statements

Process 4—Receiving statements
Overview

During each nightly batch cycle, EDX generates invoices for member contributions,
which are then displayed as either remittance statements or un-billed activity statements.
EDX creates remittance statements on the 5th and 20th of each month (or prior business
day if either date falls on a weekend or holiday). Between those dates, invoices appear
on an un-billed activity statement. As the sample calendars below show, records that
posted from the 21st of the previous month to the 5th of the current month will appear
on the remittance statement generated on the 5Sth; those records that posted from the 6th
to the 20th will appear on the remittance statement generated on the 20th. EDX creates
statements on the 5th and the 20th even if no wage and contribution or other invoices
exist. Because records from multiple reports may post in the same batch, a statement may
contain activity from multiple reports.

November 2005 December 2005
S{M| T | W/|Th| F S S|IM|[T|W]|Th| F S
1 2 3 4 5 1 2 3
6 7 8 9 [ 10 [ 11 | 12 4 5 6 7 8 9 | 10
13114 (15|16 |17 | 18 [ 19 I |12 |13 (14 (15| 16 | 17
20 | 21 | 22 [ 23 | 24 | 25| 26 18 | 19 [ 20 | 21 | 22 | 23 | 24
27 | 28 | 29 | 30 25 1 26 | 27 [ 28 | 29 | 30 | 31
Records posted on these days ap- Records posted on these days ap-
pear on the remittance statement pear on the remittance statement
released on the 5th of next month. released on the 20th.

Process flow

Below is the process flow diagram for receiving statements.
Generate View Statement Remit Pavment
Statement (via EDX) Y

Brief description of the process components

Below is a brief description of the components of the Receive Statement process:

* Generate Statement—PERS’ nightly batch process accumulates posted wage and
service data and generates invoices.

* View Statement—The employer can view all statements generated.
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View the Employer Statement or Wage and Contribution Report

* Remit Payment—The employer submits payment via ACH within five business days
of the invoice date.

View the Employer Statement or Wage and Contribution
Report

EDX sends an e-mail on the 5th and 20th (or prior business day if either date falls on a
weekend or holiday) of each month informing you that your employer statement is avail-
able. You can then log on to EDX to view the statement.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
2 Click on the View Your Statement link (indicated by the arrow) to access

employer statements.

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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

The View Employer Statement or Wage and Contribution Report screen that
appears allows you the option of viewing four different statements:

1) Remittance Statement,

2) Un-Billed Activity,

3) Employer Statement History, and

4) Wage and Contribution Report History.
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The View Employer Statement or Wage and Contribution Report screen also
allows you to view your current employer contribution rates, excluding IAP.

View Employer Statement or Wage and Contribution Report

This process allows you to view your organization's current Employer Statement, Un-billed
activity since the last statement, history of your organization's Employer Statements, or history
of your organization’s Wage and Contribution Reports.

View Employer Statement or Wage and Contribution Report...

Current Employer Statement
Un-Billed Activity
Employer Statement History

Waage and Contribution Report History

Your Current Contribution Rates

Normal Cost| Combined Net Rate
Rate Category Rate UAL Rate poEis)
Percentage | Percentage 9

FERS General Senvice 5.03% 2.06%
PERS Police & Fire 13.21% - 10.24%
OPSRP General Service 5.81% 2.84%
OPSRP Folice & Fire 8.52% 5.55%

Your employer contribution rates are always applied based on your reported pay
dates. Rates typically change July 1 of each odd-numbered year.

The Combined UAL Rate Percentage includes your:

pension UAL,

retiree healthcare UAL (RHIA for all employers and RHIPA for state
agencies), and

side account rate credit (if applicable).

Net Rate Percentage represents the combined total of Normal Cost Rate Per-
centage and Combined UAL Rate Percentage columns. For more information on
employer contribution rates, refer to the Employer Manual.

Remittance statements

Remittance statements display information about payments to PERS, wage and contri-
bution receivables, and other PERS receivables for the specified statement period. EDX
provides three levels of statement detail:

Remittance Statement (level 1)—This is the first level of detail, displaying prior bal-
ance due, new invoices, and payments made pertaining to pension, IAP, RHIA, and
RHIPA. The statement also lists each invoice on separate lines. Total contributions are
displayed for each invoice generated.
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Viewing the employer statement history

*  Wage and Contribution Invoice Summary (level 2)—This is the second level of detail.
This statement appears when you click on a remittance statement invoice link. The
Invoice Summary displays contribution information for a specific statement summa-
rized by retirement plan.

*  Wage and Contribution Invoice Detail (level 3)—This is the third level of detail. This
statement appears when you click on one of the Wage and Contribution Invoice Sum-
mary Plan links. The Invoice Detail provides member total contribution information for
a specific retirement plan and pay date.

You can view the Remittance Statement by clicking either the Current Employer Statement
or Employer History Statement link.

Viewing the current employer remittance detail

1 Follow the steps outlined under “View the Employer Statement or Wage and
Contribution Report” on page 99.

2 Click on the Current Employer Statement link (indicated by the arrow) to view
the Remittance Statement screen.

View Employer Statement or Wage and Contribution Report

This process allows you to view your organization’s current Employer Statement, Un-billed activity since the
last statement, history of your organization’s Employer Statements, or history of your organization’s Wage
and Contribution Reports.

View Employer Statement or Wage and Contribution Report...

[Current Employer Statement
Un-Billed Activity \
Employer Statement History

Wage and Contribution Report History

3 Refer to “Details of the Remittance Statement” on pages 102—104 for how to
interpret the Remittance Statement.

Viewing the employer statement history

The Employer Statement History screen allows you to view remittance details from all
previously generated remittance statements.

1 Follow the steps outlined under “View the Employer Statement or Wage and
Contribution Report” on page 99.
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2

Click on the Employer Statement History link (indicated by the arrow).

View Employer Statement or Wage and Contribution Report

This process allows you to view your organization’s current Employer Statement, Un-billed activity since the
last statement, history of your organization’s Employer Statements, or history of your organization’s Wage
and Contribution Reports.

View Employer Statement or Wage and Contribution Report...

Un-Billed Activity (
Employer Statement History

Wage and Contribution Report History

On the Employer Statement History screen, click on the link corresponding to
the statement date range you want to view. The box highlights the link for the
10/21/2006—-11/05/2006 statement history.

Employer Statement History

Select Statement...

01/06/2007 - 01/20/2007
12/21/2006 - 01/05/2007
12/06/2006 - 12/20/2006
11/21/2006 - 12/05/2006
11/06/2006 - 11/20/2006
10/21/2006 - 11/05/2006
10/06/2006 - 10/20/2006
09/21/2006 - 10/05/2006
09/06/2006 - 09/20/2006

Refer to “Details of the Remittance Statement” below on how to interpret the
Remittance Statement.

Details of the Remittance Statement

Balloon numbers p appearing in the illustration on page 104 refer to the following

descriptions.

(1) Statement Period—Calendar period the Remittance Statement covers.

(2) Remittance Due Date—Date when payment to PERS is due.

3) Contact information—Phone numbers at PERS to call if there are questions
regarding the statement.

4) IAP invoice section—This section of the statement contains invoice data for [AP
charges and credits.

(%) Beginning balance for [AP—The balance that exists as of the beginning of the

current statement date. The balance can be either positive or negative. A positive
balance, a value surrounded by parentheses (), means the account has a credit.
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Details of the Remittance Statement

(6)

(7)

(8)
)
(10)

(11)

(12)

(13)

(14)

Deposits dates for IAP—Dates that deposits were made during the statement pe-
riod. The amount(s) of the deposit(s) will appear in the far right of the statement.

Note: The message “There are no payments found for the given period” will dis-
play in this section if there were no deposits made during the period.

Wage and contribution invoices for IAP—IAP invoices generated during the
statement period.

Note: The message “There are no wage and contribution receiveables found for
the given period” will appear in this section if there were no generated invoices
during the period.

Invoice amounts for IAP—Charges and credits for the statement period.
Total for [AP—Total of all IAP invoice amounts for the statement period.

Ending balance for IAP—The sum total of the beginning balance plus the total
invoice amount minus any deposits made.

Pension invoice section—This section of the statement contains penion invoice
data pertaining to OPSRP and Tier One and Tier Two charges and credits. Similar
in layout to the IAP invoice section.

RHIA/RHIPA invoice section—This section of the statement contains normal
costs and unfunded actuarial liability invoice data for PERS health insurance
subsidies to qualified PERS retirees. Similar in layout to the IAP invoice section.

RHIA/RHIPA UAL—Clicking on this link takes you to the RHIA/RHIPA
Contributions screen and a breakdown of all the RHIA/RHIPA UAL invoices.

Invoice Details section—Lists all the invoices contained in this statement.
Clicking on any one of the invoice numbers will take you to the Wage and
Contribution Invoice Summary screen that displays all charges and credits for
IAP, OPSRP, and Tier One/Tier Two members.
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Site Navigaticn

Employer Home

View Your Statement

Work on Reports
View Employee Info

View Year-to-Date Wage and

Contribution Summary
Update My Profile
Work with Contacts
Admin Web nts
Work List

Request Information
Eligibiity Reports
Status CI

Inactive Employment Report

Working with :

Remittance Statement p

Statement Period: 07/21i2014 - 08/05/2014 Remit To:
Remittance Due Date: 08M12/2014 Oregon Public Employees Retirement System
Employer: P.0. Box 2127

Fortland, OR 97208-2127

For Assistance Phone the PERS Call Center
at 503-603-7788 or 888-320-7377

Beginning Balance: $ 260,076.58
Deposits
Date Description Deposit Amount

Total ($0.00)

There are no deposits found for the given period.

Invoices: Date Posted Description Invoice Amount p

780300 07/21/2014 Contributions Pension 31459292
783308 08/05/2014 Employment Histary ($737.24)
Change

783362 08/05/2014 Contributions Pension 51498

Total $313,870.66
Ending Balance q $502,947.24
Pension
Beginning Balance: $678,801.94
Deposits
Date Description Deposit Amount
0712512014 Employer Pension 97550374

Remittances

Total 1$ 975,503.74 )
Invoices: Date Posted Description Invoice Amount
780300 07/212014 Contributions Pension § 465,376.02
783308 0810512014 Employment History (5 770.39)

Change

783382 080512014 Caontributions Pension 8 15.66

Total $464,621.29
Pension UAL and Side $ 57,900.00
Accounts
Ending Balance $100,019.49
RHIA/RHIPA
Beginning Balance: $27,625.16
Deposits
Date Description Deposit Amount

Total ($0.00)

There are no deposits found for the given period.

Invoices: Date Posted Description Invoice Amount
780300 07/21/2014 Contributions Pension $3,009.04
780301 07/21i2014 Contributions Pension (5173.39)
780704 07/23i12014 Contributions FPension $61.99
780705 07/23/12014 Contributions Pension (332.02)
780932 07/24i2014 Contributions Fension §4.44

Total $2.870.08
BHIARHIPA UAL $24,633.71
Ending Balance $55,128.93
Invoice Details
Invoices: Date Posted Description
780300 07121/2014 Contributions Pension
780301 07/21/2014 Contributions Pension

- 0712312014 Contributions Pension

Contributions Pension
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Details of the Un-Billed Activity statement

Viewing the Un-Billed Activity statement

Clicking the Un-Billed Activity link allows you to view contribution details that have
posted since a remittance statement was last generated.

1

Follow the steps outlined under “View the Employer Statement or Wage and
Contribution Report” on page 99.

Click on the Un-Billed Activity (indicated by the arrow) link to view the Un-
Billed Activity screen.

View Employer Statement or Wage and Contribution Report

This process allows you to view your organization’s current Employer Statement, Un-billed activity since the
last statement, history of your organization’s Employer Statements, or history of your organization’s Wage
and Contribution Reports.

View Employer Statement or Wage and Contribution Report...

Current Emplover Statemenf
Un-Billed Activity

Employer Statement History

Wage and Contribution Report History

Details of the Un-Billed Activity statement

The balloon numbers p appearing in the illustration on page 107 refer to the fol-
lowing descriptions.

(1)

2)

©)

(4)

©)

Un-billed Activity Period—The date range from the day after the most recent
remittance statement to the current date.

Contact information—Phone numbers at PERS to call if there are questions
regarding the statement.

IAP invoice section—This section of the statement contains invoice data for IAP
charges and credits.

Deposits dates for IAP—Dates that deposits were made during the statement
period. The amount(s) of the deposit(s) will appear in the far right of the
statement.

Note: The message “There are no payments found for the given period” will
display in this section if there were no deposits made during the period.

Wage and contribution invoices for IAP—IAP invoices generated during the
statement period.

Note: The message “There are no wage and contribution receivables found for
the given period” will appear in this section if there were no generated invoices
during the period.
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Section 7—Receiving Statements

(6) Invoice amounts for IAP—Charges and credits for the statement period.
(7) Total for [AP—Total of all IAP invoice amounts for the statement period.

(8) Pension invoice section—This section of the statement contains pension invoice
data pertaining to OPSRP and Tier One and Tier Two charges and credits. Similar
in layout to the IAP invoice section.

9) Pension UAL and Side Accounts—Clicking on this link takes you to a screen
listing a breakdown of all UAL and side account invoices and contributions due or
credits applied.

(10)  RHIA/RHIPA invoice section—This section of the statement contains normal
costs and unfunded actuarial liability invoice data for PERS health insurance
subsidies to qualified PERS retirees. Similar in layout to the IAP invoice section.

(11)  RHIA/RHIPA UAL—Clicking on this link takes you to a screen listing a
breakdown of all the RHIA/RHIPA UAL invoices and contribution amounts due.

(12)  Invoice Details section—Lists all the invoices contained in this statement.
Clicking on any one of the invoice numbers will take you to the Wage and
Contribution Invoice Summary screen that displays all charges and credits for
IAP, OPSRP, and Tier One/Tier Two members.
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Details of the Wage and Contribution Invoice Summary

Site Navigation

Employer Home:

View Your Statement

rk on Reporis

Working with :

Un-Billed Activity

Un-billed Activity Period:

Employer:

10/06/2014 - 1015/2014

This report allows you to view wage and contribution payments received and charges incurred since the last remittance

statement.

For assistance phone the PERS Call Center at 503-603-7788 or 888-320-7377

IAP
Deposits
Date Description Deposit Amount

Total ($0.00)

There are no deposits found for the given period.
Invoices: Date Posted Description Invoice Amount ﬂ
797198 10/07/2014 IAP ER Prior Year Eamnings $128.69
Employment History

796827 10/06/2014 Change $ 14810
796886 10/06/2014 Confributions Pension §21.67 Q

Total $ 298.46
Deposits
Date Description Deposit Amount

Total {$ 0.00)

There are no deposits found for the given period.
Invoices: Date Posted Description Invoice Amount
Employment History

796827 10/06/2014 Change $ 15475
796886 10/06/2014 Contributions Pension §2265

Total $177.40

Pension UAL and Side
Accounts

(% 104.99)

RHIA/RHIPA

Deposits
Date

Invoices:

RHIA/RHIPA UAL

nvoice Details

Description Deposit Amount

Total ($ 0.00)
There are no deposits found for the given period.

Date Posted Description Invoice Amount

Total $0.00

Date Posted Description

10/06/2014 Emplayment History Change
100612014 Confributions Pension
10/07i2014 IAP ER Prior Year Eamnings

September 1, 2014
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Section 7—Receiving Statements

Viewing the Wage and Contribution Invoice Summary

The Wage and Contribution Invoice Summary screen displays a breakdown of the wage
and contribution invoice by the various plans. It also shows the total wages and contribu-
tions for each plan.

. From either the Remittance Statement or the Un-Billed Activity screen, click on
a statement Invoice # in the Invoice Details section of either screen. The invoice
summary contains statement contributions summarized by retirement plans.

Details of the Wage and Contribution Invoice Summary

The balloon numbers p appearing in the illustration on the next page refer to the fol-
lowing descriptions.

(1) Posted Date—Date the invoice posted.

(2) Invoice #—Invoice number identical to the number selected on the Remittance
Statement.

3) Invoice Amount—Total invoice amount for the three plans.

(4) Plan—The three plans (OPSRP IAP, OPSRP, and PERS) that appear on the
statement. Clicking on any one of the plan links takes you to the Wage and
Contribution Invoice Detail screen for that plan.

(%) Total—Totals for each pay date and each plan.

Site Navigation Working with :

SRR Wage and Contribution Invoice Summary p

View Your Statement

Work on Reports Employer: Posted Date: 0810412014

View Employee info P
Miew Employee info & Invoice Ho: 782027

View Year-to-Date Waqe and

Contribution Summary Invoice Amount: 5173,932.99
Update: My Profile d q
Work with Contacts Plan Pay Subject MPAT EPPT OptERIAP
Date Salary MPPT Unit Employer Total
Admin Web Accounts
Work List
Request Information OPSRP IAP 0712014 §1,163.069.26 5000 §50,641.36 50.00 §69,784.20
Eligibiity Reports 5142.84 $0.00 $0.00
Status Check
e $1,163,069.36 $0.00 $60,541.36 $0.00  $69,784.20
Inactive Employment Report $142.84 $0.00 $0.00
OPSRP Pension 07/31/2014 5104719.31 50.00 50.00 5000 $042474
50.00 50.00 8042474
07/31/2014 $ 376,525.50 50.00 50.00 5000 §23,608.07
50.00 50.00 §23,608.07
$.481,244.81 $0.00 $0.00 $0.00 $33,032.81
$0.00 $0.00 $33,032.81

Note: The value in the Total column is sum of the values in the MPAT, EPPT, and
Optional ER TAP columns.

108 Version 10.1




Viewing the Wage and Contribution Invoice Detail

For each plan on the Wage and Contribution Invoice Summary screen, EDX accu-
mulates and displays a separate line item for each pension plan pay date repre-
sented in the posted DTL2 records. Separating the statement activity by pension
plan pay date allows you to reconcile the statement detail with your record of
payment activity and/or report source data.

Viewing the Wage and Contribution Invoice Detail

The Wage and Contribution Invoice Detail screen provides you a further breakdown of
the invoice to the member level.

Note: Pension and RHIA/RHIPA normal costs are combined under PERS pension

amounts.
1 From the Wage and Contribution Invoice Summary screen, click on a Plan link
(highlighted by the box) to view individual employee information for that plan.
Wage and Contribution Invoice Summary
Employer: Posted Date: 08/04/2014
Invoice No: 782927
Invoice Amount: 517383299
Plan Pay Subject MPAT EPPT OptER IAP
Date Salary MPPT Unit Employer Total
OPSRP I1AP 07312014 $1,163,069.36 50.00 5 60,641.36 50.00 569,784.20
514284 $0.00 $0.00
$1,163,069.36 $0.00 § 69,641.36 $0.00 $60,784.20
$142.84 % 0.00 $0.00
OPSRP Pension 07i31/2014 5104,719.31 50.00 50.00 50.00 5042474
50.00 50.00 5942474

2 Click on the Last Name link (highlighted by the box) to sort the data by last
name, or click on the SSN link (highlighted by the box) to sort by Social Security

number.

nge and Contribution Invoice Detail

gl

Last Name

Wage Typo

Salany
FayrOale

MPAT
HFPT

Pastal Dt

Iringimc i b

I Arratin:
EFRT Opd EFR LA
Lini Employer

B 2y

196599

8 54,001.00

Total
EFL sl Confaitnrions
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Section 7—Receiving Statements

Details of the Wage and Contribution Invoice Detail

The balloon numbers p appearing in the illustration below refer to the following
descriptions.

Note: Pension and RHIA/RHIPA normal costs are combined under PERS pension

amounts.

(1) Posted Date—Date the invoice posted.

(2) Invoice No—Invoice number identical to the number selected on the Wage and
Contribution Invoice Summary screen.

3) Invoice Amount—Total invoice amount for the three plans.

4) Plan—Name of the plan you selected on the Wage and Contribution Invoice
Summary screen (i.e., OPSRP IAP, OPSRP, or PERS).

(%) Last Name—Last name of the members in this plan for this invoice.

(6) Wage Type—Type of wages the contribution is based on, e.g., regular or overtime
wages.

(7) Total Contributions—Total of all contributions for members participating in the

plan listed for this invoice.

Site Navigation

‘Working with : BEMD METRO PARK & RECREATION DHET

Wage and Contribution Invoice Detail

Employer: Postnd Date p 020WI007

I Mic 196599
nuice Amount: § 4291.00

Fan: PSR AP
Last Kame Salary MPAT EFRT Okl EFLIAP Total
wWage Type S5M Pay Date [ uns Employes ER Aate Contriutions

AaENE SETES43E $4,964.00 000 § 297 04 $0.00 § 13704

Reglar wagss

Awary VST HER
Fragalar wages

Baings 001002003
Reguiar wages

Bames TRAGSE123
Foegdar wagss

O Z0T

§12,580.98
oLrazons

§ 3a44.00
BL200T

¥ 2.290.00
G007

F 000

50,00
50,00

000
£0.00

000
F000

s 00

§155.40

§o00

000

$137.40
§ 000

§0.00

§0.00
§0.00

$0.00
$0.00

$0.00
§0.00

¥ 1228800

000
$0.00

§ 707,34
§ 00

§0,00
.00

Viewing the Wage and Contribution Report History

B.00%

§155.40

6.00%

BO0%

B.00%

§ 707,34

The Wage and Contribution Report History screen displays in balance sheet format all
charges and payments associated with Regular Reports and Demographics and Adjust-

ment Reports containing adjustment records.
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Details of the Wage and Contribution Report Balance Sheet

Note: EDX does not create a balance sheet for Demographics and Adjustment Reports
that contain only demographic records.

1 Follow the steps outlined under “View the Employer Statement or Wage and
Contribution Report” on page 99.

2 Click on the Wage and Contribution Report History link (indicated by the
arrow).

View Employer Statement or Wage and Contribution Report

This process allows you to view your organization’s current Employer Statement, Un-billed activity since the
last statement, history of your organization’s Employer Statements, or history of your organization’s Wage
and Contribution Reports.

View Employer Statement or Wage and Contribution Report...

[Current Employer Statement]
Un-Billed Activity
Employer Statement History

Wage and Contribution Report History «

3 On the Wage and Contribution Report History screen, click on the Report Date
link associated with the report details you want to view. The box highlights the
link for the Wage and Contribution Report posted on 12/31/2006.

Wage and Contribution Report History

Report Date | Date Submitted Status Report Type
01/31/2007 02/02/2007 Suspended Regular

I 12/31/2006 l 01/02/2007 Posted Regular
11/30/2006 12/04/2006 Posted Regular
11/14/2006 11/14/2006 Posted Demographics and Adjustment Report
10/31/2006 11/01/2006 Posted Regular
09/30/2006 10/03/2006 Posted Regular
08/31/2006 09/06/2006 Posted Regular
08/22/2006 08/22/2006 Posted Demographics and Adjustment Report
08/04/2006 08/07/2006 Posted Demographics and Adjustment Report

Details of the Wage and Contribution Report Balance Sheet

The balloon numbers p appearing in the illustration on the next page refer to the fol-
lowing descriptions.

(1) Allocated Payments—Shows what portion of a payment an employer made to
a particular statement that PERS allocated to the current report. The Payment
Type column shows how payment(s) were submitted to PERS, and the Allocated
Amount column shows the amount of each payment PERS applied to the current
report balance sheet. A difference between the Allocated Amount and Payment
columns denote that PERS applied some of the money from the Payment column
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Section 7—Receiving Statements

2)

©)

(4)

©)

(6)

to a charge on another report. PERS applies available funds to the oldest charges
first.

Posted Contributions—Displays a list of statements on which the contribution
charges appear. The Posted Amount lists the portion of the invoice amount gener-
ated from this report.

Outstanding Balance—The difference between the Allocated Payments and
Posted Contributions.

Contributions Not Yet Posted—Shows a summary of the contributions that have
not yet posted. Contributions that appear in this section are the result of suspended
records. Correcting the suspended records will move the contributions from this
section into the Posted Contributions section.

Inbound Adjustments—Shows posted negative adjustment transactions from
another payroll report allocated to charges on this report.

Outbound Adjustments—Shows posted negative adjustment transactions on the
current payroll report that will adjust wage and contribution transactions con-
tained in another payroll report.

Example: The illustration on the next page shows that for Invoice #213254, State-
ment Date 05/04/2007, PERS billed Bend Metro Park & Recreation District
$54,762.32, for which the city made a $55,578.61 payment. Of the amount Bend
Metro Park & Recreation District paid, PERS allocated $54,113.41 toward the
12/31/2006 report; it applied the remainder to an older remaining balance.

The Outstanding Balance as of 07/10/2007 shows Bend Metro Park & Recreation
District has a negative balance of $1,227.50.
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Details of the Wage and Contribution Report Balance Sheet

Site Navigation

Contribution

Update My Profile
Work List

Reguest Information
EBaqibility Reports
Status Check

Home | Log Off

Working with :

Wage and Contribution Report Balance Sheet

Contact Us

Wage and Contribution Report Date: 1213112006
Employer:

Allocated Payments

Stat, + p. i o Allocated
Date F Deposit Date Payment Type Amount
05/04/2007 $ 4557861 0502007 ACH Credit {Pushj 84,1134
06/05/2007 F45,754.85 06 462007 ACH Credit (Push) F18.349
$ 54,132.80

Posted Contributions

Statement Date Imvoice # Date Posted Description Posted Amount
05/04/2007 213254 0si022007 Cantributions § 6476232
05/04/2007 213456 08i032007 Cantributions F 417096
05/04/2007 213681 0si042007 Cantributions 13710
05/18/2007 214318 002007 Cantributions (12413
06/05/2007 218371 06/05/2007 Cantributions $5533

$ 54,360.30

Contributions Not Yet Posted
QIERIUTONSTOREA0sTe Outstanding Balance as of 07/10:2007

$1,227.50
Member Employer Total Un-Posted
F o000 §0.00 Fo.00

Inbound Adjustments

Report Date Date Posted Amount
043052007 0s/02iz2007 $1,083.28
0413052007 08032007 932
04r30/2007 0s/04rz2007 F312
n4/30/z2007 o0&/ 0/z2007 F1277
0s/08/2007 o0&/ 052007 § o548
0gf30iz2007 a7/03z007 § 3594

§1,239.91

Qutbound Adjustments

Report Date Date Posted Invoice # Amount
04/30/2007 0&i10/2007 213254 F12.41
F12.41

Inbound payable allocations are due ta adjustments on otherwage and confribution repaorts {i.e. Negative
Adjustments, USERRA Megative Adjustments). Outbound payable allocations are due to adjustments on
an employer wage and contribution repart that are allacated to other invoices. Ahlank Report Date entry
denotes an allocation to a non-YWage and Contribution invoice.
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Viewing the unfunded actuarial liabilities (UAL) statement

The UAL Contributions statement displays a breakdown of the various rate types, com-
bined subject salary, the rate applied to the subject salary, and resulting calculation. The
calculation can either be positive or negative depending on the rate percentage applied. A
negative calculation results in a credit.

. From either the Remittance Statement or the Un-Billed Activity screen, click on
. . . . . .
the Pension UAL and Side Accounts link under the Pension section on either
screen.
Site Navigation Working with :
Emplover Home
View Your Statement
Statement Period: 10/06/2014 - 10M5/2014
Employer:
UAL Contributions
Side Combined
Invoice # Rate Type Accnt ID Date Posted Pay Date S::JI:‘::; Rate Calculation
Accumulated UAL and Side Account Credits $0.00
796828 PERS UAL Amortizn(EMPR) 10/06/2014 071152014 §59.62 -3.86% (8230)
PERS UAL Amortizn(EMPR) 10/06/2014  07/31/2014 $73031 386%  (528.19)
PERS UAL Amortizn(EMPR) 10/06/2014 08152014 §387.51 386%  (514.96)
PERS UAL Amortizn(EMPR) 10/06/2014  08/29/2014 $538.03 386%  (52077)
PERS UAL Amortizn(EMPR) 10/06/2014 091512014 § 762,66 386%  (520.08)
796829 gﬁg Sl Aoy 10/06/2014 071152014 $59.62 0.15% $0.09
g 1 CoUASAmostian 10/06/2014  07/31/2014 $730.21 0.15% 5110
(EMPR)
OF= ColoC Amortian 10/06/2014  08/1512014 $387.51 0.15% 5058
(EMPR)
(o SR Ao 10/06/2014  08/29/2014 $538.03 0.15% 5081
(EMPR)
L =i CS.URC Amoiti 10/06/2014 091512014 $ 752,66 0.15% 5112
(EMPR)
796885 PERS UAL Amortizn(EMPR) 100062014 09/30/2014 $361.28 386% (51395
796887 e Sl 10/06/2014 0913012014 $361.28 0.15% 5054

(EMPR)

Wash of UAL and Side Account Credits

Current Year Accumulated UAL and Side Accounts Credit

UAL Contribution or Credits Applied*

Total (5 104.99)
(% 104.99)
$0.00

$0.00

*Note: UAL and Side Account credits can only be used to satisfy Employer Contributions (PERS and OPSRP Pension).

*Your credit balance will be zeroed out at the end of the calendar year. However, any remaining unused credits will be factored
into your future contribution rates.

Note: The value in the Calculation column is determined by multiplying the value
in the Combined Subject Salary column by the value in the Rate column. In some
cases, this will result in a negative value (a credit).
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Viewing the RHIA/RHIPA contributions statement

Viewing the RHIA/RHIPA contributions statement

The RHIA/RHIPA Contributions statement displays a breakdown of the rate types—
RHIA for all PERS-covered employers and RHIPA for state agencies, combined subject
salary, the rate applied to the subject salary, and resulting calculation.

. From either the Remittance Statement or the Un-Billed Activity screen, click on
the RHIA/RHIPA UAL link under the RHIA/RHIPA section on either screen.

Site Navigation Working with :

Employer Home

View Your Statement

Statement Period:

Employer:

RHIA/RHIPA Contributions

Invoice # Rate Type

796829  RHIA UAL Amortizn(EMPR)
RHIA UAL Amortizn(EMPR)
RHIA UAL Amaortizn(EMPR)
RHIA UAL Amaortizn(EMPR)
RHIA UAL Amortizn(EMPR)

796887  RHIA UAL Amortizn(EMPR)

Date Posted

10/06/2014
10/06/2014
10/06/2014
10/06/2014
10/08/2014

10/06/2014

10/06/2014 - 10M15/2014

Pay Date

0715/2014
07/31/2014
08/15/2014
08/29/2014
09/15/2014

09/30/2014

Combined
Subject Salary

$59.62
$730.31
$ 387 51
$5638.03
575266

$361.28

Rate

0.49%
0.49%
0.49%
0.49%
0.49%

0.49%

Total

Amount Due

$0.29
$3.58
$1.90
5264
5368

$1.77

$13.86

Note: The value in the Amount Due column is determined by multiplying the
value in the Combined Subject Salary column by the value in the Rate column.
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Section 8—Viewing Wage and Contribution Reports

Viewing the Year-to-Date Wage and Contribution Summary
Overview

EDX allows you to view a summary report of wage and contribution data for all your
employees for a particular target year. The report will only display one year at a time.
If you choose mid-year to view a report for a target year, the report will only include
employee wage and service (DTL2) records that have been submitted so far.

The report displays all DTL2 records, regardless of whether or not they have posted. Sus-
pended records and valid errors are referred to on the report as “Not Posted.” If there are
posted records but no suspended records, only the “posted” line will display. Conversely,
if there are no posted records for an employee, only the “not posted” line will appear. If
there are both posted and not posted records for an employee, a third line, Member Sub-
total, will display the sum of posted and not posted wage, service, and contribution data.

EDX gives you the ability to sort and print the report and to copy the data into an Excel
spreadsheet.

Accessing the Summary

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
2 Click on the View Year-to-Date Wage and Contribution Summary link

(indicated by the arrow) to display the Filter Your Report by Year 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
Request Information

Eligibility Reports
Status Check

Inactive Employment Report
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Report columns

3 In the Enter Year text box, type in the report target year in the format YYYY.

Filter Your Report by Year

Enter year (YYYY): 2004 Submit
ET

4 Click the Submit button.

Note: Because of the amount of member information displayed on the record,
EDX is unable to display all the data on screen at one time. Use the scroll bars
(indicated by the arrows) to scroll the report vertically and horizontally to view all
the information.

e M =100 =]
Fie Edt Wiew Faverbes Took Heb -
dabak o= - (DA Dtewd [Gfavceees @ieda (3 D O H 00
ke [ narp: (jpensn 450 por s state 26 1151 D6 Sl Serace Shemtnnlecoriips. da? =] oo |unks * -

=

e Retirement Resource

Comtact Lis

wth :
to-Date Wage and Contribution Summary

br: 2006 Empliryer Mumitser: Employsr Hame: BEND METRO BR B RECREATION DIST

e m ol by Lasi Hame: AECDEEGHIJELMMOPORETUNWRY Today: oTnaE00?

View Qrigngl Resyl Wigre Total Dowrload 14 Prin] Repod
PageE 123
Lump
Sum  Ueit Tl
Comirls Stari  EDN  Howrsihds  Hesss  Lane Sum Vacolon Comn  Owind  bos Subj ldarrndar
Ll Harne Hir#l Mamé ite Date Dite oy ER D ER: Pl Baoll tetoos ERIAP  Salery  Subsecl Salany Grose Ssiaty  Contibe

s mooRe MASTIN 012003 OFMNNZ003  Posted  Z07R.96 000 $000  §OO0 §000  §0.00 S000  $33,30600  $E330500 §1.990.38

[0 @rauns Juntis W00 DROIE0E  Poswd B8 ol $000  fh0D $000 S000  faala SUELEE $EFLAR £

[ P Dimmig Cregty TAB005  DRONIIO0E Pogmd 7450 4T TE 000 $000  $000 000 5000 $A06 B4 $405 64 000

4 BOETTHER SUEAN Q712003  O7TOA2003 Posted 207896 oo $0.00 $200 000 §0.0D $0.00 §42,850.00 265000 §255900

|8 CGouldson Koly QU005 110172005 Posted 8028 oo $0.00 $000 %000 $0.00 $302 50 1,002 864 $1,30512 $0.00

= . Ihl_I

2| o brteret

Report columns

Most of the columns appearing on the report screen are defined in the glossary; the rest
are discussed below and on the next page.

» Hire Date—PERS members whose records populated EDX from our previous data-
base will show a hire date of 7/1/03, even though their actual hire dates may be ear-
lier. For individuals hired after 7/1/03, EDX will indicate the actual hire date. In cases
where EDX shows a hire date earlier than 7/1/03, an incorrect demographic (DTL1)
record may have been submitted for a part-time employee or a correction made to a
member’s account.

If there is no hire date for an employee, you must submit a DTL1 record for sus-
pended wage and service (DTL2) records to post. To see all employees for whom
DTL1 records are missing, sort the entire report by Hire Date. EDX lists employees
with data missing under the Hire Date column first.

* EDX Records—This is the only column of the report whose data you cannot sort.

September 1, 2014 119



Section 8—Viewing Wage and Contribution Reports

Listed in this column is the record status for each member: posted and not posted.

* Hours this ER—Hours the member worked for this employer. It is the sum of regular
and overtime hours an employee worked.

*  Hours Other ERs—Hours the employee worked for all other employers. It is the sum
of regular and overtime hours an employee worked.

* Total Member Contribs—Represents total contributions reported for this member for
the target year (e.g., posted, not posted, and subtotal) for each member. It includes any
amounts reported in member-paid pre-tax (MPPT), member-paid after-tax (MPAT),
and employer-paid pre-tax (EPPT).

Sorting

By default, Year-to-Date Wage and Contribution Summary lists all employees in
ascending order by SSN. There are two methods available for sorting information on the
report: column header sort and alphabetical sort. In addition to sorting, you can also view
a report for a single individual.

Note: The sorting function sorts the entire report only when you are on the original page
of the report. If you choose to sort the entire report, you must first click on the View
Original Results link; otherwise, EDX only sorts the page you are currently viewing.

Sort using the column header

m To sort information in ascending order, click any one of the underscored column
headers one time. To sort information in descending order, click any one of the
underscored columns a second time. Clicking a column header a third time tog-
gles to the previous display.

Sort using the alphabet

" To sort alphabetically, click any one of the letters A—Z listed at the top of the
report. Only employees whose last name begins with the letter you selected will
appear.

Selecting a single member

" Type the employee’s SSN in the Select a Member text box (shown circled), and
then click the Go button.

Year-to-Date Wage and Contribution Summary

Year: 2006 Employer Number: Employer Name: BEND METRO PARK & RECREATION DIST
Select a Member: E Sort by Last Name: ABCDEFGHIJKLMNOPQRSTUYWXYZ
iew Original Results Yiew Totals Dawnload as CSY

Page# 123
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Downloading the Wage and Contribution Summary to Excel

Viewing a member’s year-to-date wage and contribution
details

1 Open the Year-to-Date Wage and Contribution Summary screen by following the
steps outlined in the topic “Accessing the Summary” on pages 118—119.

2 Click on the SSN link (highlighted by the box) associated with the employee
whose year-to-date contribution details you want to view. EDX displays a report
for that employee.

Year-to-Date Wage and Contribution Summary

Yoar: 2005 Ernployes Hamibes: Employer Namns: BEEND METRO PARY, & RECREATION DIST
Sebect & Memnbes: [ ﬂ Soat by Last Name: BECOEEGHIJHLMEOPORSTUVWEYE
Wi Qniaingl Resulls oy Todals Rowrload ag CSY
Pagen 123
Lunmoge

am  Unk
Congrib S2arm  EDM Howrsihis  ours  Lisnp Sum Vacetien Coolil Oplel  Hon-Subd
[t Ko Hire Dabo Datn Records  ER Dihpr ERS Pawoll Pawoll Dakions ERIAP  Solay

Wandy OXr2003  OTn01 i) Posted 207906 0.00 000 5000 $0.00  SO00 $00m
Jdannifar TVES2005  0AM1E00% Pogled E4TH oo ¥000  §0.00  SO0.00  §0.00 FBL T4
Chriely TIHEZDDS  0&M1300E Postad T4.50 44378 §000 00D §O0.00 OO0 §0.00

The Year-to-Date Wage and Contribution Person Detail screen that appears
allows you to sort the member’s contributions details by report date or pay date
(highlighted by the box).

Year-to-Date Wage and Contribution Person Detall

Year: 2006 Employer Mumber: Employer Name: BERD METRO PARK & RECREATION DIST
SSRE TEERETIN Wb Hamie:  Moors, Mandy Contribution Start [y
Eeetym |6 Summany Ditrwriiaad ae CHV

Posted Records

Luenp

Winrk Wik Suly Hon  Liseg  Suim

Trarrsscion Period  Period End Suby Sal Sal Swbject Swoen Wac
Raport Do i Dkt | Wiagpe Coala Ty Bagin Dale [ ] Huours Ry Hours OT Rag 0T Salary Payoll Payoll Gross Salany MPAT MA
NS 013008 01 Rpguiarwages 17an o0 $255000 $000  $000 $0.00 D00 $2.50000 $000 §
0A2eoo0E 0222006 01 Regularwages 17333 00 §255900 FOOC 00D §0.00 000 §2,50800 §0.00 §0)
006 DUF006 01 Rpgular wages 17in 000 $2.559.00 $000  $000 $000 #0900  E250000 $0.00 &0

Downloading the Wage and Contribution Summary to Excel

1 If you are not already at the Year-to-Date Wage and Contribution Summary
screen, display that screen by following the steps outlined in the topic “Accessing
the Summary” on pages 118-119.
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Section 8—Viewing Wage and Contribution Reports

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

Year-to-Date Wage and Contribution Summary

Year: 2006 Ernplioryes Ramnbes: Emplioyer Hamme EEHD METRO PARE & RECREATION DIST
Sedexc & Miérnbi: | m Sourt by Last Nama! SBCDEEGHIJELMNOPORSETUVWXEYZ
jnal Besuils o Tofals * Dowrinad ag CSV
Pagew 1273
Liiises
3 In the File Download dialog box that appears, click the Open button to view an

Excel spreadsheet containing the wage and contribution details.

| .
Same filez can harm pour computer. If the file infarmation belaw

looks suspicious, or vou do not fully trust the source. do not open or
zave thiz file.

File name: “r'TDSummary.csy
File type:  Microzoft Excel Comma Separated ' alues File

From:; ptr0B0. 24530 pers. state. or, us

whould wou like to open the file or zave it to your computer?

Open | Save I Cancel tare Infa

¥ | &lways ask before opening this wpe of file

Once the file downloads, Excel opens with the Year-to-Date Wage and Contri-
bution Summary information embedded in the spreadsheet, as shown below. You

can use Excel to manipulate and save the data.

Ed Microsoft Excel - Wage and Contribution.xls

&) File Edit Wew Insert Formet Tools Data Window Help Adobe POF

JSEIES
=18 x|

DEEERY RS o (@2 &8l @E7 ™ -0 -B 7 ul|= |8 % 5 %% ]
bt
B12 | =| GATES

A [ B [ ¢ T o [ E T F T & [ ®H T 17 T 3 T K T L [ ™ N0 P a | =f

| 1 35N Last NameFirst Name Status CotPay Date  Hours WorHours WorWage Cod Subject SzNon-Subje Gross Sali Lurmp-Surr MPAT MPPT Unit EPPT Opt ER 1A Op™|
| 2 |00000000C BARR MARY PSTD 52772005 B0 a 1 FHn S0.00 | $0.00 $0.00 $0.00 $0.00 | §305.04 a
| 3 |00000000C BARR MARY PSTD 51372005 B0 1} WEiiiiiiaad $O.00 | A $0.00 $0.00 $0.00 $0.00 | §281.04 o
| 4 111111111FREHEIT THOMAS PSTD 52712005 a0 0 || iR S000 R 5000 $0.00 $0.00 $0.00 | §158.32 0
| 5 111111111 FREHEIT THOMAS PSTD 51312005 a0 0 T $0.00 | SRR $0.00 $0.00 $0.00 $0.00 | $158.32 o
| B | 22022207 JOHNSONMATTHEW PSTD 52772005 B0 a 1| A $O.00 | A $0.00 $0.00 $0.00 $0.00 | §158.59 1]
| 7 222222002 JOHNSONMATTHEW PSTD 5/13£2005 B0 1} 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 | §15853 a
| 8 |33333333TMELSOM PAULA  SUSP 52712005 a0 ] || iR B000 R 5000 $0.00 §0.00 $0.00 §0.00 0
| 9 |3353333332NELSON PAULA  SUSP 51372005 80 a 1 FH S0.00 | $0.00 $0.00 $0.00 $0.00 $0.00 1]
| 10 | 444444444 TODD ARTHUR  PSTD 52772005 B0 23 WEiiiiiiaad $O.00 | Ha $0.00 $0.00 $0.00 $0.00 | §162.95 a
11 4444444447000 ARTHUR  PSTD 51342005 a0 10 || iR S000 R 5000 $0.00 $0.00 $2.56 | §140.57 0
1_,555555555'GATES _IM\CHAEL PSTD 51312005 25 0 2 8273 $0.00 $27.31 $0.00 $0.00 $0.00 $0.00 §0.00 a
| 13 |BEEEEEGEE MORRISO DANIEL — PSTD 52772005 B0 a 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 §75.86 1]
| 14 |BEGEERGEE MORRISO DANIEL ~ PSTD 5/13£2005 80 1} Wi $0.00 | A $0.00 $0.00 $0.00 $0.00 §75.686 a
| 15 777777777 POTTER. HARRY  PSTD 52712005 a0 18 || iR B000 R 5000 $0.00 §0.00 $0.00 | $12877 0
| 16 777777777 POTIER  HARRY  PSTD 51372005 B0 2325 1 FHn S0.00 | A $0.00 $0.00 $0.00 $0.00 | §138.24 o
| 17 |B8666660E DAWES  SHARON PSTD 52772005 =} 1} 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 §77.87 o
| 15 |06000000C0DAVWES  SHARON PSTD 51342005 64 0 || iR S000 R 5000 $0.00 $0.00 $0.00 §77E7 0
| 19 |999999995 ERODIE  MICHAEL PSTD 52712005 a0 0 T $0.00 | SRR $0.00 $0.00 $0.00 $0.00 | $147.16 o
| 20 |999999995 BRODIE  MICHAEL PSTD 51372005 B0 0 1| A $O.00 | A $0.00 $0.00 $0.00 $0.00 | §147.16 1]
| 21 N1 211 JESUR  ROSEMAFPSTD 5/2752005 B0 1} 1| $0.00 A $0.00 $0.00 $0.00 $0.00 §75.76 a
| 22 121212121JESUP  ROSEMAFPSTD 5/13/2005 a0 0 || iR B000 R 5000 $0.00 §0.00 $0.00 7576 0
| 23 12121212 0L50N. JMMY  PSTD 52772005 B0 a 1 FH $0.00 | $0.00 $0.00 $0.00 $0.00 | $166.59 a
| 24 | N 21M1Z0L50N JMMY  PSTD 51372005 B0 1} 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 | §166.59 o
| 25 |31313131ZELLIOTT  TERRY  PSTD 5/2712005 a0 4 || iR S000 AR 5000 $0.00 $0.00 $0.00 0 14821 0
| 26 |31313131ZELLIOTT  TERRY  PSTD 51312005 a0 5 T $0.00 | SRR $0.00 $0.00 $0.00 $0.00 | $180.78 o
| 27 1313313 SNOW  LORENZO PSTD 52772005 40 0 7 §0.00  $595.54  §595.54 $0.00 $0.00 $0.00 $0.00 §0.00 1]
b ISVl I b T LOBENTO B ST 13000 Al nl JO00 _fm8sad  §R98 nd 000 J0.00 000 J0.00 000 il
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Downloading a member’s year-to-date report to Excel

Note: The pound sign (#) will appear in the spreadsheet if the cell is too small to
display the value. You will need to resize the column.

4 On the Year-to-Date Wage and Contribution Summary screen, click on the View
Original Results link (indicated by the arrow) to return to the default (sorted by
SSN) Year-to-Date Wage and Contribution Summary screen. Use this link if you
need to sort the entire report by SSN.

Year-to-Date Wage and Contribution Summary
Year: 2008 Ermplinyes Hurnbes: Ermployer Namis BEHD METRO FRRK & RECREATION DIST
Subect a Memmibe: [ o | Sont by Last Name: ABCREEGHIJELMNOPORS TUVWEYE
* ylow Qniainal Fesulls e Totals Doweload ap GV
Pagen 123
Lungp

Downloading a member’s year-to-date report to Excel

1 If you are not already at the Year-to-Date Wage and Contribution Person Detail
screen, display that screen by following the steps listed under “Viewing a
member’s year-to-date wage and contribution details” on page 121.

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

Year-to-Date Wage and Contribution Person Detall

Year: 2006 Employer Mumber: Employer Name: BERD METRO PARK & RECREATION DIST
SSRE TEEREMIN Mamiber Namie:  Moors, Mandy Coniriturion Start

Estum |p Summary *w

Posted Records

3 In the File Download dialog box that appears on screen, click the Open button to
view an Excel spreadsheet containing the wage and contribution details.

File Download 1 |

® Some files can harm vour computer. IF the file information below

looks zuspicious, or you do not fully trust the source, do not open or
zave thiz file.

File name: ' TDPersonD etails. cav
File type:  Microsoft Excel Comma Separated ' alues File

Frarm: ptr060. 24590 pers. state.or, us

‘would you like to open the file or save it to your computer?

Open | Save I Cancel tdare Info

¥ &lways ask before apering this bype of file
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Section 8—Viewing Wage and Contribution Reports

Once the file downloads, Excel opens with the Year-to-Date Wage and Contri-
bution Summary information embedded in the spreadsheet, as shown below. You
can use Excel to manipulate and save the data.

E Microsaft Bxcrl - YTDPersonbetails] 1 Josy E
B e Ede e Jmet Fomek Took Dofa Windww bep Adebe PUF : LIES
D SR | LAWBS <--- Q= rHIU RO s - B U EENEE S X, M EE|_-5-4 -
(=K 1
A1 = | Status
A ] [ (1] E F G H ! Jd K L (] H [E] IP! - [

1 [Etstus__|Repent DatPay Date Wage Cod Transactio Wark PeritWork Perit Hours Reg Hours OT  Subj Sal RSubj Sal CMon-Subje Lump-Surr Lump-Surr Geoss SaliMPAT  MPPT  EP|
2 |Posted 12005 172172005 1 Reguls wages 1] D M 5000 wm wam W00 #weeeser Q000 0o £
-] Pb'tt\:‘ 1312005 T005 1 Regular wages B0 [ SRR $0.00 000 000 SO00 A 000 $000 %
4 _pcv!lr:i 005 2N82005 1 Regulss wages ED D BRI .m . 0um 000w .00 W ¥
5 |Posted | 2000005 20 1 Reguls wages 1] [ sy 000 ilii] §m SO0 MR G000 o §

B |Posted 30172005 3402005 1 Regular wages ED O B $0.00 00 0o 000 M #0100 W00 %
7 |Posted | 301/2005 3802005 1 Regulsr wages & 0 wwwwasd SOO0 OO0 SO00 5000 e 000 S000 S
B |Posted 400005 4292005 1 Regulas wages B0 [ $0.00 §0.00 000 $O00 A #0100 000 %

8 |Peated 43072005 41572005 1 Regulsr wages B0 ) I $0.00 00 000 SOD0  Awnnnr 000 00 %
10 lP\:.:tp! AAUEDS 47X | Regulss wages B [ SR 000 §000 a0 SO Asnrssr 000 §m §
11 |Posted 5512005 5272005 1 Regular wages B 0 RN $0.00 000 0o SO000 A 000 000 %
12 Pested  SO12005 SN32005 1 Regulss wages =1} ) BES w.m |m $m OO0 A .00 0o §
13|

14

15

18 |

17|

18]

19

€|

21|

Fr)

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.

Printing a report

On the Year-to-Date Wage and Contribution Summary screen, click on the Print
Report link (indicated by the arrow) to print a hard copy of the data as it is dis-
played on screen. The Print Report link is available on the Year-fo-Date Wage and
Contribution Summary and Year-to-Date Wage and Contribution Person Detail
screens.

Important: If you choose to print the Year-to-Date Wage and Contribution Sum-
mary, set the page layout in your Print Manager to Landscape to print all the data.

Y Tear-to-Dabe Wage and Contribubion Summany - Moot Internet Explorer -
Fio ESL View Foeiites Tedk  hel

bk - - G [F) A Doewch [aifwcres Pt 5 S H il

ke [ i Jpen060 wd S pems o ain o 1.5 el erce S8 hemainnBieconipt do? =] P | vrks % o -

e Retirement Resource

pwith : BEMD METRO PARE & RECREATION DIET

to-Date Wage and Contribution Summary

br: 2008 Ermplyur Mumber: Emgployer Narme: BEND METRO PARY & RECREATION DIET
Wembes: B  sonieviastome ABCDEEGHIJELMBOPORS TUNWHYZ Todme 0702007
View Orignal Resyls e Tolals Dowelosd a5 GV * Prin] Fag
Pagn 123
LuEnp & I
Sum  Uei Todal
Lo Stpn  EDK MM HBH l.emn_ium w-:m Comri. el Hom-Suly b
st Hpeg Fired M e D Doty Mocoids Pl bsfone ERIAP  Haley  Submeci Saley Gross Selaty  Comibs
5 MOORE MARTIN OROII003 D703 Posted D:"B'!D a oo :ncu $000 $000  §0.00 5000 §3330600  FI30E00 5159934
[0 Brauns dunififi VONH005 001006 Foikd Ba.T5 ] 000 $000  $000  $0U0D EIRE) 082 YA 000
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Viewing summary totals

Viewing summary totals

1

On the Year-to-Date Wage and Contribution Summary screen, click on the View
Totals link (indicated by the arrow).

Year-to-Date WHQE and Contribution Sum mary
Year: 2006 Ermplioyes Hamibes: Employes Namns EEND METRO PARK & RECREATION DIST
Sedect & Mernber: | m Seut by Last Nama: AEBCREEGHIJELMMOPOQRSTUYWEYE
Yigw Qriging] Fesulle * o Tofals Dowrinad ag CSV
Paged 123
Lugrs

The Year-to-Date Wage and Contribution Summary Totals screen appears,
providing you an overall summary of a particular year’s reported wages and
contributions.

Year-to-Date Wage and Contribution Summary Totals

Year: 2006 Employer Number: Employer Name: BEMND METRO PARK & RECREATION DIST
Today's Date: 032002007
Yiew Oridinal Results Print Report
Lump
Sum Unit
Hours Other Lump Sum Vacation Contri- Optnl  Mon-Subj Total Membr
Hours this ER ERs Gross Salary Payoff Payoff butions ERIAP Salry Subject Salary Contribs

MEMBER TOTALS: 29285165 49051515 $458253368 52187143 45280 9000 $0.00 $33.24486 $452696459  $226,516.50

Total Payments Received from January 1, 2006 through December 31, 2006:  $599,787 96

Click on the View Original Results link (indicated by the arrow) to return to the

Year-to-Date Wage and Contribution Summary screen. Summary information will

be sorted by SSN.
Year-to-Date Wage and Contribution Summary
Year: 2006 Ernplioryes Ramnbes: Emplioyer Hamme EEHD METRO PARE & RECREATION DIST
Selec! 3 Membe: | m St by Lt Nama: BECDEEGHIJELMNOPOQRSETUYWXEYE
* Yigw Qriging] Fesulle o Tofals Dowrinad ag CSV
Pagew 1273
Ly
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Section 9—Viewing Employee Information

Viewing employee address details

This function allows you to view the most recent permanent address on file at PERS
for all employees within your organization. EDX will only allow you to update current
employee addresses, not retiree addresses. If an 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 6-7.

2 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

Request Information
Eligibility Reports

Status Check

Inactive Employment Report

3 Click on the Download CSYV File of Employee Addresses link (indicated by the
arrow).

View Employee Information

e |earn more about View Employee Information
e Download CSV File of Employee Addresses

Flease enter a Last Name, $3N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: or SSH I PERS ID: |:|
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Searching for employees

4 In the File Download dialog box, click the Save button to save the .csv file
to your computer, or click the Open button to open and view the employees’
addresses.

File Download - Security Warning

Do you want to open or save this file?

H] j Mame: Employes_aAddresses_01061_04202011.csv
i Type: Microsaft OFfice Excel Comma Separated Yalues Fil, ..

From: bft3-edx.t.pers state.or.us

Open l [ Save ] I Cancel

potentially harm your computer. [F pou do not trugt the source, do not

léj Wwihile files from the Internet can be useful, thiz file type can
N
= opeh ar zave this saftware. What's the risk?

If you clicked the Open button, EDX displays employee addresses in Excel. Note:
Excel drops any leading zeros from the Social Security numbers listed in the
Member SSN column. In addition, the pound symbol (#) will appear if the cell is
too small to display the value.

B Microsoit Exoel - Employes_Addresses (12 596 0002 120001 Losv =181 x|
() e ot e Yoot Fomek Jook [ota BobofDF Window Hep Adbe FLF =181 =)
[0 B |6 By % e v [@ 5 a8 3G e rooelB sy B2 %, 4aFE-8 407
| Ae bl |7 2 |F & | F e |mE]EN | mmnn
EEE]
Fi2 =] % o =] 13260 Mavajo Rd
| A | 5] | [+ I E F ] {0 3 s | s s | s et Il [ s AN 5

1 |Megmnbes 55N Lagi Mame Firgi Mamg  Plan Addrgrs Siak Dale  Address LiAddress Ling 2 Address LICily Stain Tip Coustry  Foraign Pr Forgign —|
. 12345676 Azosta Rachel OPSAPPR 3312006 57 NE Dragnet Ln Eend [a]:] G770 -D00US A

3 TN Adare Timaiihy QPSRPPR AA06 206 Baja Ct Band QR SP70N 000U S A

4| SETES4E21 Albors Mary PERE Tier 1073 1/2006 PO Box 33 Band [al:] OF70E-000LI S A

5 | V4T 255368 Baker Gary QPSRPFR 17232007 601 Coreche R End OR T2 US A

E 1223333 Barksr Wandy CPSRPPR AZZ006 19277 W Cascade Circle Eand OR R usA

¥ 232303232 Bass William OPSRAPPR B/31/2006 1324 M. Bachelor Loop Exnd (a3} AITOF US A

B EEETTEEEE Barimann Clairg QOPSRPPR 17230007 | X123 SE Dimplie 51 Maran WA ML USA

B SOEIGTES Backier Cassie COPSRPPM 2126/2006 B300 M. Fir Grove D Bend aR SF701-0000U S A

10 SE1241321 Black Jennier DPSRPPR 5312004 130 SW Tempesi Or Bend QR SF702-000IUS A

1" BEEEEEEEE Boath Diawd PERE Tier A29/2004 555 S Painal Way Band aR AT US A

12| 121212121 Bowmnsn Jenniur OPSAPPR 1nonosfi3a80 Havajo Rd HILLSBOROR AIZZUS A

Searching for employees

EDX allows you to search for employees by last name, Social Security number, or PERS
ID.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
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Section 9—Viewing Employee Information

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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

Type the employee’s last name in the Enter Last Name text box, or type the
employee’s Social Security number or PERS identification number in the SSN/
PERS ID text box (indicated by the arrows).

View Employee Information

e Learn more about View Employee Information
« Download CSV File of Employee Addresses

Please enter a Last Name, SSN or PERS ID to access employee data,

Search for an Employee

Enter Last Name: or SSN / PERS ID:

X

Click the Search button to display a list of employees matching your search
criteria.

Search for an Employee

Enter Last Hame: Brown or SSN/PERS ID:
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Viewing an employee address

Note: EDX generates an error message if the search criteria you typed yields no
results or is incomplete.

Error Message

Please correct the following error(s) before proceeding:
» Cannotfind a person with the Last Mame entered that has an
employment with your agency.

If your search yields several pages of results, you can page through the list using
the Next and Prev buttons (indicated by the arrows) until the employee’s name
you are searching for appears in the list.

Search for an Employee

Enter LastName:  [Brown orSSN/PERSI: [ ]

54 =3

Verifying an employee address

This function allows you to view an employee’s most recent permanent address on file at
PERS.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.

2 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
Request Information

Eligibility Reports
Status Check

Inactive Employment Report
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Section 9—Viewing Employee Information

Type the employee’s last name in the Enter Last Name text box, or type the
employee’s Social Security number or PERS identification number in the SSN/
PERS ID text box (indicated by the arrows).

View Employee Information

« Learn more about View Emplovee Information
» Download CSV File of Employee Addresses

Please enter a Last Name, 35N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: or SSN / PERS ID:

X

Click the Search button. If the Employee Employment History Details screen
appears, proceed to step 6; otherwise, continue to the next step.

Search for an Employee

Enter Last Name: Brown or SSN/PERS ID:

If your search criteria yields more than one employee matching your search
criteria, click on the SSN link (outlined by the box) next to the employee’s
last name to view the individual’s posted record information; the Employee
Employment History Details screen appears.

View Employee Information

e |earn more about View Employee Information
s Download CSV File of Employee Addresses

Flease enter a Last Name, 3N or PERS ID to access employee data.

Search for an Employee

Enter Last Name:  |Brown or $SN | PERS ID:

=1 1234 =

- Contribution e

020100050 | 801439 BROWN GREGORY 03/01/2004 Active Senvice
020100050 323472 Brown Gregory 03/01/2006 Active Sernvice
001001000 711020 BROWN 1AM Active Service
001001000 658130 BROWNM JACK 06/011973 Active Service
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Verifying an employee address

6 Click on the View Address Details for this employee link (indicated by the
arrow) to view the Employee Address Details screen.

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 emplovee «
» View Sal ils for this employ

o Cr maographi rreclion Request R

« Creale Salary Breakdown Reguest

Employment Details For: IAN BROWN, S5N: 001001000, PERS ID: 711020

Date of Birth: 0411511960
Contribution Start 1000111985
Date:

- - Transferred : e Ot
Term ! End [Unused) Position Verified|User
Start Date : Unused | Job Class i , Verifie

Type % Date ]

Sick Leave Hours | Months

7 Verify the employee’s address is correct.

Employee Address Details

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

s View Employment History for this employee.
& View Salary Details for this employee.

e Create Demographic Correction Request (DCR).
e Create Salary Breakdown Request.

Address Details For: TRACI ADAMS, SSN: 021403386, PERS ID: 818204

Address Start Date: 01/01/1900

26 SE 113TH AVE
PORTLAND, OR 97216 -3316

Note: EDX will only allow you to update a current employee’s address, not a
retiree’s 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.
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Viewing an employment history

EDX gives you the ability to verify employment dates, job classes, position types, PERS
membership types, sick leave and overtime hours, and number of contract months for
employees within your organization are correct.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.

2 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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

3 Type the employee’s last name in the Enter Last Name text box, or type the
employee’s Social Security number or PERS identification number in the SSN/
PERS ID text box (indicated by the arrows).

View Employee Information

e Learn more about View Emplovee Information
» Download C3V File of Employee Addresses

Flease enter a Last Name, $3N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: | or SN/ PERS ID: |:|

£ %
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Viewing an employment history

4 Click the Search button. If the Employee Employment History Details screen
appears, proceed to “Verifying employment history” on page 136; otherwise,
continue to the next step.

Search for an Employee

Enter Last Name: Brown or SSN/ PERS ID:

5 If your search criteria yields more than one employee matching your search
criteria, click on the SSN link (outlined by the box) next to the employee’s last
name to view that individual’s employment history details.

View Employee Information

e Learn more about View Emplovee Information
» Download C3V File of Employee Addresses

Please enter a Last Name, 353N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: | Brown or SSN / PERS ID:

=] 1234 =

- Contribution o
PERS D Position Type

020100050 801439 BROWN GREGORY 03/01/2004 Active Service
020100050 323472 Brown Gregory 03/01/2006 Active Sernvice
001001000 711020 BROWN 1AM Active Senvice
001001000 § 658130 BROWN JACK 06/011973 Active Service

6 Refer to “Verifying employment history” on pages 136—137.
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Verifying employment history

The following illustration shows the Employee Employment History Details screen for all
job segments for an active 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 Addre ils fi is employ

« \iew S3lary ils for this employ,

« Creal magraphi rreclion Request R
« Creale Salary Breakdown Reguest

Employment Details For: IAN BROWN, 55N: 001001000, PERS ID: 711020

Date of Birth: 04/15M1960
Contribution Start 10/01/1085
Date:
=3 Transferrecl% = —— ~o o
Unused | Job Class F’c.Tpslm_an oT No.of [Verify “:]EIII:G |JT.I;EI
Sick Leave | Ype Hours |Months e
Q@ 02101986
General Active PERS Tier
RPRRE Senvice Senvice 1 12 O
0211011986 06/30/2003 General Adive  PERSTier 0O
Senvice Senvice 1

The following illustration shows the Employee Employment History Details screen for
all job segments throughout all years of employment for a retiree who has been hired to
work part-time.

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.

View Salary Details for this employee.

Create Demographic Correction Request (DCR).
Create Salary Breakdown Request.

Employment Details For:  BILL ADAMS, SSN: 272110010, PERS ID: 601573

Date of Birth: 03/25(1946
Contribution Start 04130968
Date:

Hre=e Transferred r
=rm | End U 3 gkl ) ysitiol 5 i rified|Use
Start Date | L2=t0ay. | Term/ End L”;:cs: 9 Ynused c‘f;:s P‘Ts"';” No. of Verifyvi:_gl:les;r
Sick Leave | ype Months ’
Leave

NiA  01/08/2004
01/08/2004 General Retiree with PERS Tier

Service Hour Limit 1 0
Q  03/(14/1972 01/31/2003 01/31/2003 176.000
08H4M872 01/31/2003 ensal, (Leie  RERSNEE g
Senice  Service 1
Q  05/01/1968 12/31/1971 12/31/1971
05/01/1968 121311971 Geneeals feme  RERaher
Senvice Senvice 1
Q  10/20/1967 04/30/1968 04/30/1968
10/20M1 967 04/30/1968 General Active FERS Tier 0

Service  Service 1
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Verifying employee salary information

Hire Intent

The Hire Intent column 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 expects 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 segments

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
Contract No. of Months, as applicable. Each position will have a unique Start Date and
End Date. Each highlighted row indicates a new position segment.

1 Select the check box under the Verify column for each position segment you have
verified. (Note: The check box is grayed out if the individual is retired.) If all
position segments are accurate, click the Verify All button to auto-select all the
check boxes.

2 Click the Save button to save the verification, or click the Cancel button to exit
without saving.

If you clicked the Save button, a confirmation box appears to inform you the
salary verification has been saved.

Information Message
» |nformation has been saved.

Verifying employee salary information

EDX gives you the ability to verify that subject salaries, gross salaries, lump-sum pay,
and lump-sum vacation pay for employees within your organization are correct. Use this
information when completing a data verification (see “Completing an Employer Data
Verification Request” on pages 177-179).

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
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Section 9—Viewing Employee Information

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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

Type the employee’s last name in the Enter Last Name text box, or type the
employee’s Social Security number or PERS identification number in the SSN/
PERS ID text box (indicated by the arrows).

View Employee Information

« Learn more about View Emplovee Information
« Download C3V File of Employee Addresses

Please enter a Last Name, 35N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: or SSN / PERS ID:

£ %

Click the Search button. If the Employee Employment History Details screen
appears, proceed to step 6; otherwise, continue to the next step.

Search for an Employee

Enter Last Hame: Brown or SSH / PERS ID:
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Verifying employee salary information

5 If your search criteria yields more than one employee matching your search
criteria, click on the SSN link (outlined by the box) next to the employee’s
last name to view the individual’s posted record information; the Employee
Employment History Details screen appears.

View Employee Information

e |earn more about View Employee Information
e Download CSV File of Employee Addresses

Please enter a Last Name, S5N or PERS |D to access employee data.

Search for an Employee

Enter Last Name:  |Brown or $SN | PERS ID:

- Contribution e

020100050 | 801439 BROWN GREGORY 03/01/2004 Active Senvice
020100050 323472 Brown Gregory 03/01/2006 Active Sernvice
001001000 711020 BROWN 1AM Active Service
001001000 658130 BROWNM JACK 06/011973 Active Service

6 Click on the View Salary Details for this employee link (indicated by the arrow)
to view the Employee Salary Details screen.

Employee Employment History Details

This page displays the employee's employment history with this employer, staming with the most recent employmeant
« View Addre ails f i3 employ

« Miew S3lary Detgils for this emploves

« Create Demographic Corredion Request (DCR)

» Create Salary Breakdown Reguest

Employment Details For: IAN BROWN, S5N: 001001000, PERS ID: 711020

Date of Birth: 04/15/1960
Contribution Start 10/01/1885
Date:

]
= ITransferred|
- | Position

Type

Unused | Job Class
Sick Leave |
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Section 9—Viewing Employee Information

7 Verify the employee’s salary is correct. In the Verify column (highlighted by the
box), select the check box for each calendar year for which you verified the salary
is correct. If you verified the salary for all the calendar years listed, click the
Verify All button to auto select all the check boxes.

Note: Clicking on the Calendar Year column header (shown circled) toggles
between ascended and descended sorting of calendar years.

Employee Salary Details

Flease use the links below to navigate to the desired activity for this employee

Wiew Employment History for this emplovee
Wiew Address Details for this emplovee.
Create Demographic Correclion Request (DCR).

eale Salary K Ugs

Salary Details For: IAN BROWN, SSN: 001001000, PERS ID: 711020

Date of Birth: 09r28/1966
Contribution Start
Date: 071011998

Current Membership

Verified

LSVP Gross Salary | Verify Date User ID
FPERS $8,99526 5000 5000 $899526) [
PERS 2010 $561,337 45 5000 5000 §$5133745) [
FERS 2009 54927704 50,00 50,00 $49277.040 [
PERS 2008 54767362 5000 5000 $4767362] O
FPERS 2007 546,116.13 $0.00 $0.00 $46116.13) [
PERS 2006 5 44,505.21 50,00 50,00 §4450521) []
PERS 2005 $42,22155 $0.00 $0.00 s4222155) [
PERS 2004 §38,526.33 £0.00 $0.00 §38526.33] [
PERS 2003 $35,652.00 $0.00 $0.00 £35652000 O
FERS 2002 §32,679.00 §0.00 §0.00 s§3z670.000 [
PERS 2001 $31.291.00 000 5000 §31.201000 O
FPERS 2000 $30,940.00 $0.00 $0.00 £30,940000 [
PERS 1999 §26,908.00 §0.00 §0.00 s26.908.000 [
PERS 1998 $21,169.00 §0.00 §0.00 $21160.000 []

8 Click the Save button to save the verification updates, or click the Cancel button
to return to the View Employee Information screen.

If you clicked the Save button, a confirmation box appears to inform you the
salary verification has been saved.

Information Message

» |nformation has been saved.
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Creating a Salary Breakdown Request

Creating a Salary Breakdown Request

EDX gives you the ability to enter missing employment, salary, and contribution data
for an employee for the year(s) you indicate. PERS uses this information to determine
eligibility for years before 2004.

There are two parts to completing a salary breakdown. The first part is covered here; the
second part is covered in Section 10, “Salary breakdown,” on pages 161-165.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.

2 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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

3 Type the employee’s last name in the Enter Last Name text box, or type the
employee’s Social Security number or PERS identification number in the SSN/
PERS ID text box (indicated by the arrows).

View Employee Information

« Learn more about View Emplovee Information
» Download CSV File of Employee Addresses

Please enter a Last Name, 35N or PERS ID to access employee data.

Search for an Employee

Enter LastName: | or SSH I PERS ID: |:|

£ %
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Section 9—Viewing Employee Information

Click the Search button. If the Employee Employment History Details screen
appears, proceed to step 6; otherwise, continue to the next step.

Search for an Employee

Enter Last Name: Brown or SSH / PERS ID:

If your search criteria yields more than one employee matching your search
criteria, click on the SSN link (outlined by the box) next to the employee’s
last name to view the individual’s posted record information; the Employee
Employment History Details screen appears.

View Employee Information

e |earn more about View Employee Information
e Download CSV File of Employee Addresses

Please enter a Last Name, S5N or PERS |D to access employee data.

Search for an Employee

Enter Last Name:  |Brown or $SN | PERS ID:

=1 1254 ==
ype

- Contribution e

020100050 | 801439 BROWN GREGORY 03/01/2004 Active Senvice
020100050 323472 Brown Gregory 03/01/2006 Active Sernvice
001001000 711020 BROWN 1AM Active Service
001001000 658130 BROWNM JACK 06/011973 Active Service

Click on the Create Salary Breakdown Request link (indicated by the arrow) to
view the Salary Breakdown Request screen.

Employee Employment History Details

This page displays the emplayee's employment history with this employer, Staming with the most recent employment

« Miew Address Details for this emplovee,

« \iew S3lary ils for this employ

« Creale Demagraphi rreclion Request (DCR

« Creale Salary Breakdown Reguest «

Employment Details For: IAN BROWN, 55N: 001001000, PERS ID: 711020

Date of Birth: 04151960
Contribution Start 1010111985
Date:

Transferred
Position

Type

Unused Job Class
Sick Leave
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Accessing the Demographic Correction Request

7 In the Year From textbox, type in the beginning year of salary breakdown
coverage, and type in the ending year in the Year To text box.

8 Click the Save button to create a Salary Breakdown Request, or click the Cancel
button to clear the form.

*-indicates required fields

*Year From |2000 |

*Year To |2003 |

Comments

When you click the Save button, a confirmation message appears to inform you
that EDX has created a Salary Breakdown Request and that you must now go to
the Work List to complete the request form.

Information Message

« The Salary Breakdown Request has been created. Please
navigate to the Work List to complete the form(s).

Accessing the Demographic Correction Request

If you previously submitted a demographic record and later discover that the record has
errors, you can use EDX to submit a Demographic Correction Request (DCR) to have
PERS correct certain DTL1 errors. Refer to “Correcting a demographic record already
posted” on pages 156—158 for more information about what errors can be corrected and
how to complete a DCR.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
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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

Request Information

Eligibility Reports
Status Check

Inactive Employment Report

Type the employee’s last name in the Enter Last Name text box, or type the
employee’s Social Security number or PERS identification number in the SSN/
PERS ID text box (indicated by the arrows).

View Employee Information

e Learn more about View Emplovee Information
» Download C3V File of Employee Addresses

Flease enter a Last Name, $3N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: or $SN / PERS ID:

£ %

Click the Search button. If the Employee Employment History Details screen
appears, proceed to step 6; otherwise, continue to the next step.

Search for an Employee

Enter Last Name: Brown or $SN/ PERS ID:
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Accessing the Demographic Correction Request

5 If your search criteria yields more than one employee matching your search
criteria, click on the SSN link (outlined by the box) next to the employee’s
last name to view the individual’s posted record information; the Employee
Employment History Details screen appears.

View Employee Information

& Learn more about View Employee Information
o Download CSV File of Employee Addresses

Please enter a Last Name, 353N or PERS ID to access employee data.

Search for an Employee

Enter Last Name: | Brown or SSN/ PERS ID:

Prev| 1254 =3
ype

1224
PERS ID Last Name First Name Contribution| 0 ieion T
Start Date

020100050 801439 BROWM GREGORY 03/01/2004 Active Service
020100050 323472 Brown Gregory 03/01/2006 Active Sernvice
001001000 | 711020 BROWN 1AM Active Senvice
001001000 § 658130 BROWN JACK 06/011973 Active Senvice

6 Click on the Create Demographic Correction Request (DCR) link (indicated by
the arrow) to view the Demographic Correction Request screen.

Employee Employment History Details

This page displays the emplayee's employment history with this employer, Staming with the most recent employment

« View Addre 3ils fi is employ
« View S3lary ils far this employ
» Creale Demographic Correclion Request (DCR) «

« Creale Salary Breakdown Request

Employment Details For: IAN BROWN, SSN: 001001000, PERS ID: 711020

Date of Birth: 04151960
Contribution Start 1010111985
Date:

[
= |Transferred|
- | Position

Type

Unused | Job Class
Sick Leave |
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7 Refer to steps 4-7 of “Correcting a demographic record already posted” on pages
157-158 for instructions on completing the request.

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. and are only available for the current and prior two years. When
viewing the .csv file, the header row will state the date EDX pulled the information from

the system.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.

2 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

Request Information
Eligibility Reports
Status Check

Inactive Employment Report

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.

Filter Your Report by Year

Enter year {(v"Y): IEEIEIEu
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Viewing Employee Eligibility Exception Reports

4 Click 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.

Employee Eligibility Exception Reports

The mepors balow can be usad o deleeming i comacfie acion i requimd $o report an errgdoyes far ragular wages and
eonlribuang (qualfisg houns) or non-qualfing wagas withoul connbutions

Figage noe hal Iheds reparts are onl updased nnce & wesk Wian wiewing P GV ke, T header nns vl 22ale the date
thie infoemation was pulled from the system

Leammors abod alibiity reeass

Filter Your Report by Tear

Ener yoar {yyyyy H

Momdier s Approaching Oualfying Hours

Mpmdier | willh Contrilirinns Who may nol Oualing Downdnad LSV Fle

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.

File Download |

Some files can harm pour computer. IF the file information below
lnaks suzpicious, or you do ot fully bust the source, do not open o
zave thig file.

File name; Q_02596_ 2006 03222007 cev
File type:  Microsoft Excel Comma Separated Values File

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

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

Open | Save I Cancel are Info

¥ élwaps ask before opening this tipe of file
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Section 9—Viewing Employee Information

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.

Bl Microsnit ol - _02590_2000,_ @m0 Jow
DSH SRY LB <- - @z £ DBET v i -8B sy EEEE 9%, WAN
[t {7 || Ve | | [

|2 @5

Ai2 =| =
A ===t o . E & | N

1 |Membiess Approsching Dualifyng Hours Repod Ermiployss

215N Last Kame First Mame Posted Hours This ER Uspasted Hows This E 5 Unpnsted Cihor ER H
3 FFEZH 11 Chandler  Diad 583.5 a a a

4| BERERERGA Cox Crwayna D5 0 1234 ]

1] 41541541 Gore FPamels 3PETE 1} a 3

| FETM1EEI Harpar Aanclay BT 5 a 1] ]

T 222002077 Lowis Alison BB D5 0 a a

| 753057142 Modre Addie 15 L1} G2d L}

o

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 «

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.

Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
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Checking a member’s contribution status

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

Request Information

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.
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.

Search for a Member

Enter Last Name: piller or SSH Ho:

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 memhber contribution status
Search fer a Member

Enter Last Name: Miller or  5SHHNo: I
Page# 1
4000 Miller OPSRPOB | Expecting contributions
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Section 9—Viewing Employee Information

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.

1 Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.
2 Click on the Inactive Employment Report link (indicated by the arrow) to

display the Inactive Employment Report 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
Request Information

Eligibility Reports
Status Check

Inactive Employment Report

3 Click the Download CSV File button.

Inactive Employment Report

This report lists all employees who have open employment segments and appear to be inactive.

Learn more about inactive employment repors

Inactive Employment Report Download CSV File
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Employees with open job segments

Note: EDX displays the following message if it is unable to find inactive
employment records.

Information Message

« There were no inactive employments found.

In the File Download dialog box that appears, click either the Open button to
open the report in Excel or the Save button to save the Excel spreadsheet to a
destination you choose.

File Download ) x|

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

File name: Q_02596_ 2006 03222007 cav
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

If you chose to click 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: Excel drops any leading zeros from the Social Security numbers listed in
the SSN column. Also, the pound symbol (#) will appear 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.

B3 Microsoft Excel - 02596_InacEmp_472009_172933[1].csv

|Z_|] File Edit “iew Insett Format  Tools Data  Window  Help  Adobe PDF

PO RISV E &R P8 s 8] R 100 -@')!i-ﬂriai - 10
G 0T !

Al h b3
A B L ¢ [ o ] E Il F [ 6 | H [ 1 [ 4 | K

i Inactive Employment Report Report Date: 47742009
| 2 |[ER# ER Marne:
| 3 | 25965 BEND METRO PARK & RECREATION DIST
| 4 |[PERSID  SSM Last Mame First MNarme il Last Pay DaHire Date  Cantribution Start Date
ER 155032 902030808 Jones Barry null 2772008 12A1/2008
| 6 | 469026 7E5432189 Kurtz Kirmnberly M null 4/30/2008  7A/2004
| 7 | 252525 8118B5560 Waolfe Jan null B/26,2007 1/1/2008
| g | 900050 541582479 Smart Jean F null 12/2/2008  711/2009
| 9 | 101050 8653210 Harper  Valerie null 1/9/2008  B8/1/2008

10 BEE333 101958201 Train Mary [ null 343172008 10A1/2008
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Section 10—Viewing and Completing On-Line Forms

Work List overview

For the purpose of data verification, EDX allows you to view and complete on-line
forms you must use to report an employee job segment, termination, unused sick leave,
last day of paid leave, salary certification for a service or disabled retiree, or correct

a demographic record. You accomplish this task through the Work List. Refer to the
Employer Manual if you have questions about reporting employee wages and service.

Accessing the Work List

1

Log on to EDX following the instructions outlined in “Logging on to EDX” on
pages 6-7.

Click on the Work List link (indicated by the arrow) to access the Work List
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
Request Information

Eligibility Reports
Status Check

Inactive Employment Report

Components of the Work List

The Work Item Type column (highlighted by the box) displays up to nine different work
item types:

Demographic Correction Request—When this is the work item type, clicking on an
individual’s SSN will display the Demographic Correction Request screen. Refer to
pages 156—158 for information about completing a Demographic Correction Request.

Salary Cert - Service—When this is the work item type, clicking on an individual’s
SSN will display the Salary Certification Request screen. Refer to pages 158—161 for
information about completing a Salary Certification Request.

Salary Cert - Disability— When this is the work item type, clicking on an individu-
al’s SSN will display the Salary Certification Request screen. Refer to pages 158-161
for information about completing a Salary Certification Request.
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Components of the Work List

* Disability Employment Status—When this is the work item type, clicking on an
individual’s SSN will display the Disability Employment Status Request screen. For

information about completing a Disability Employment Status Request, refer to pages
165-166.

* Salary Breakdown—When this is the work item type, clicking on an individual’s
SSN will display the Salary Breakdown Request screen. Refer to pages 161-165 for
information about completing a Salary Breakdown Request.

* Employer Data Verification Request—When this is the work item type, clicking on
an individual’s SSN will display the Employer Data Verification Request screen. See
pages 177-179 for information about verifying employment segments.

* Termination—When this is the work item type, clicking on an individual’s SSN will
display the Termination Request screen. See pages 171-174 for information about
completing a Termination Request.

* Unused Sick Leave—When this is the work item type, clicking on an individual’s
SSN will display the Unused Sick Leave Request screen. Refer to pages 175—177 for
information about completing an Unused Sick Leave Request.

« Last Day of Paid Leave— When this is the work item type, clicking on an individu-
al’s SSN will display the Last Day of Paid Leave Request screen for either OPSRP or
PERS depending on the member’s retirement plan. For information about completing

a last day of paid leave request, refer to pages 167—168 for OPSRP members or pages
169-170 for PERS members.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please
complete and return each Work Item. Click on the SSN to enter salary information.

Create Demoaraphic Correction Request (DCR).

Learn more about working with Work List

Click on the leftmost column to get the detail of the clicked record.

121212121 000011 ANDERSON LONNIE PERS-Tier1 2000 07/15/2008 Salary Cert- Service Pending
212121212 666666 PUSCA JAY PERS-Tier1 2003 02M7/2009 Salary Breakdown New
000000000 000000  DRAYTON BOB PERS-Tier1 2002 01/30/2009 Termination New
121212121 000011 ANDERSON LONNIE FPERS -Tier 1 01/28/2009 Demographic Correction Request | Returned

The Plan column lists the plan in which the member participates: OPSRPDB, PERS -
Tier 1, or PERS - Tier 2.

The Year column corresponds to the requested salary certification and salary breakdown
year only.

The Request Date column lists the dates verification requests were submitted.
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Section 10—Viewing and Completing On-Line Forms

There are three status types (located in the column just to the right of the Work Item Type
column):

* New—There is a new request for employer attention.

* Pending—The employer has started working on a form but has chosen to complete it
later.

* Returned—The employer submitted the form to PERS, but PERS returned it so the

employer could correct errors on the form.

Click on a column header in the Work List to toggle between sorting the list by
descending order and ascending order in relation to that column.

The Work List screen only displays 30 items at a time. Use the Previous and Next buttons
to view additional work list items.

Correcting a demographic record already posted

If you discover an error on a demographic record that has already posted, you can

use EDX to submit a Demographic Correction Request (DCR) to have PERS correct
certain DTL1 errors. This feature replaces the need to manually submit a Demographic
Correction Report. The DCR allows you to correct:

» start dates,

e unused sick leave,

* PERS job class,

* position type,

» last day of service,

e termination/end dates, and

* contract number of months.

Important: You can make corrections to only one job segment for each DCR. If you

have to make changes to more than one job segment, you must submit a separate DCR
for each job segment you correct.

1 Access the Work List screen following the instructions under “Accessing the Work
List” on page 154.
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Correcting a demographic record already posted

2 Click on the Create Demographic Correction Request (DCR) link (indicated
by the arrow) or the SSN (highlighted by the box) of the member associated with
“Demographic Correction Request” shown in the Work Item Type column.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please

complete and return each Work Item. Click on the SSM to enter salary information.

Create Demographic Correction Request (DCR). «

Learn more about working with Work List

Click on the leftrmost column to get the detail of the clicked record.

SSN ——|PERS D |Lsst Name |First Name [Plan | Year |Request Date |Work ltem Tpe | status |

121212121 000011 ANDERSOM LONNIE FERS-Tier1 2000 07M15/2008 Salary Cert - Senice Fending

212121212 666666 PUSCA JAY FPERS -Tier1 2003 02M17/2009 Salary Breakdown MNew

000000000 000000 DRAYTON BOB PERS-Tier1 2002 01/30/2009 Termination MNew
000011 ANDERSOM LONNIE FERS -Tier 1 01/28/2009 Demographic Correction Request  Returned

3

Type either the member’s SSN or PERS ID into the search text box, and then click
the Search button.

Demographic Correction Request

SSNPERSID [121212121

In the Job Segment column, select the radio button © corresponding to the job
segment you want to correct. Note: If the employee has retired, EDX will not

allow you to click this button unless the job segment you are changing applies to
an active retiree (Position Type will list “Retiree...”).

Demographic Correction Request

SSNIPERS ID

LONNIE ANDERSON
Learn more about working with Demoaraphic Correction Request

Job Segment | Hire Intent | Start Date | Term/End Date | Last Day Service Position Type m Average OT Hours
1 Q

09/20/2008
O 09/30/2008

General Senice Active Service PERS -Tier 1 0
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Complete the text box(es) corresponding to the column(s) in the table that contain
incorrect information. Some text boxes have a drop-down list that requires you to
click on the down arrow and select a value from the list. Note: Not all date text
boxes will allow you to type data into them. For instance, if there is no date in the
Term/End Date column, EDX prevents you from typing a date in the Term/End
Date To text box (indicated by the arrow).

Demographic Correction Request

LONNIE ANDERSON

Learn more about working with D Correction Request

Job Segment | Hire Intent | Start Date | Term/End Date | Last Day Service Position Type | Plan | Average OT Hours | Contract No. of Months | Unused Sick L|
1 Q 09/30/2008

@ 09/30/2008 General Senice  Active Service  PERS -Tier 1 0 0

—

TermiEnd Date From To Remove Term/End Date

Start Date From 09/30/2008

-

Last Day Service From To

Job Class From General Service To

saromd | eoomd |
saoae_ | eavmd ]

New Position Type
Average OT Hours
Contract No. of Months

Hire intent

UIIIIIH

Unused Sick Leave
Review Contribution Start Date []
Delete Position []

Comments

Add any comments you feel are necessary regarding the demographic correction
request for this individual.

Click the Save button (indicated by the arrow), or click the Cancel button to exit
without saving.

Contract No. of Months

Hire intent

[l

Unused Sick Leave
Review Contribution Start Date []
Delete Position []

Comments

»

Completing a Salary Certification Request

The Salary Certification Request screen appears when you click the SSN of a member
whose Work Item Type is either “Salary Cert - Service” or “Salary Cert - Disability.” Use
this screen to certify an employee or disabled member’s subject salary and employer-paid
pre-tax (EPPT) contributions for a calendar year.

Important: If you believe you have already submitted a Salary Certification Request
for a particular employee, do net fill out the form again for that employee except to
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Completing a Salary Certification Request

add comments in the Comments text box and certify the form so PERS can investigate
further.

1 Access the Work List screen following the instructions under “Accessing the Work
List” on page 154.

2 Click on an SSN (highlighted by the box) associated with “Salary Cert - Service”

or “Salary Cert - Disability” to view the Salary Certification Request screen for that
member.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please
complete and return each Work Item. Click on the 55N to enter salary information.

Create Demoaraphic Correction Request (DCR).

Learn more about working with Work List

Click on the leftmost column to get the detail of the clicked record.

SN |peRs p |Lasthame |Firsthame [Pian|vear |Requestpate workemType |status |

|121212121 000011 ANDERSOM LONNIE PERS-Tier1 2000 07M5/2008 Salary Cert- Senvice IPending

212121212 666666 PUSCA JAY FPERS -Tier1 2003 0217/2009 Salary Breakdown MNew
000000000 000000 DRAYTON BOB PERS-Tier1 2002 01/30/2009 Termination MNew
3 In the Subject Salary column (shown shaded), type in the employee’s subject

salary for each month the employee received subject salary. Do not type in the
dollar sign ($). For Tier One members only, include any lump-sum vacation
payments paid.

Salary Certification Request

Details For: LONNIE ANDERSON, 121212121

Salary Certification for year 1990
Reported Annual Salary 2924 50
Member's Plan PERS3-Tier 1

Tier 1: Report salary in month paid. Include lump-sum vacation payments.
Tier 2: Do Notinclude lump sum vacation paymenis
Tier 2: If your organization is a city, county or political subdivision, report salary when earned, not when paid

January 5| | 5 |
s N |
N | |
son o | |
N | |
o | |
o HE |
| | |
o N |
N | |
N i |
] | |
rora — | |

By clicking the Calculate button below, you will calculate the totals based on the form entries above. This will not save the Salary Cenrtification until you click the Save button below.

Note: To save an incomplete form so you can return to work on it at a later date,
select the Save work in progress radio button @ , and then click the Save button.
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4

5

In the EPPT column (shown shaded), type in the EPPT contribution for each
month subject salary was paid. Do not type in the dollar ($) sign.

Salary Certification Request

Details For: LONNIE ANDERSON, 121212121

Salary Certification for year 1990
Reported Annual Salary 2924.50
Member's Plan PERS-Tier 1

Tier 1: Report salary in month paid. Include lump-sum vacation payments.
Tier 2: Do Notinclude lump sum vacation payments
Tier 2: If your organization is a city, county or political subdivision, report salary when earned, not when paid

T Subject Salary EPPT Subject Salary + EPPT

January 5 14.62| g |
February 5 14.62| g |
March 5 14.62| g |
o X vl s |
X = I |
X wal o |
X e | |
X wal 4 |
September 5 14.62| g |
actober 5 14.62| E |
November 5 14.62| g |
December 5 14.62| ] |
ora 1 | 4 \

By clicking the Calculate button below, you will calculate the totals based on the form entries above. This will not save the Salary Certification until you click the Save button below.

Click the Calculate button; EDX populates the Total and Subject Salary +
EPPT text boxes (shown shaded).

Salary Certification Request

Details For: LONNIE ANDERSON, 121212121

Salary Certification for year 1990
Reported Annual Salary 2924 50
Member's Plan PERS-Tier 1

Tier 1: Report salary in month paid. Include lump-sum vacation payments.
Tier 2. Do Mot include lump sum vacation payments
Tier 2: If your organization is a city, county or political subdivision, report salary when earned, not when paid

Subject Salary EPPT Subject Salary + EPPT

January paz.71 5| 14.62|

February 24371 5 14.62|

March : 243.71 5 14.62|

April ; 243.71 8| 14.62|

May 5 243.71 5 14.62|

June $ 243.71 5 14.62|

July g 24371 5 14.62|

August 3 243.71 5 14.62|

September 3 243.71 5| 14.62|

Oclober $ 24371 5 14.62|

November 5 243.71 5 14.62|

AA_| A (LA €A | €A (& f €A | €A | €A €A f €A | €A

December ; 243.71 8| 14.62|

TOTAL 5 $

By clicking the Calculate button below, you will calculate the totals based on the form entries above. This will not save the Salary Certification until you click the Save button below.
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Salary breakdown

6 Add any comments you feel are necessary regarding the individual’s salary
certification.
7 Click the I certify the above to be correct to the best of my knowledge radio

button (indicated by the arrow).

I Calculate
Comments: j

Kl

" Save work in progress
{+ _| certify the above to be correct to the best of my knowledge

Save Cancel

8 Click the Save button, or click the Cancel button to exit without saving.

If you clicked the Save button, a confirmation box appears to tell you the form has
been submitted to PERS for review. The item is also removed from the Work List.

Information Message

« Member's form has been submitted to PERS for review.

Salary breakdown

Salary Breakdown Request appears when you click the SSN of a member whose Work
Item Type is “Salary Breakdown.” Use this screen to establish eligibility for employment
segments prior to 2004. A salary breakdown may not always result in an invoice.

1 Access the Work List screen following the instructions under “Accessing the Work
List” on page 154.

2 Click on the SSN (highlighted by the box) of a member associated with “Salary
Breakdown” shown in the Work Item Type column.

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltem Type indicates the type of information that is required. Flease
complete and return each Work Item. Click on the SSM to enter salary information.

Create Demoqgraphic Correction Request (DCR).

Learn more about working with Waork List

Click on the leftmost column to get the detail of the clicked record.

S50 |Pes 1D Lasitame[Fisihame [Plan year [Requestoale [Worklem e |Siaus |
121212121 000011 ANDERSON  LONNIE PERS-Tier1 2000 07/15/2008 Salary Cert - Senice Pending
[ziz1zi212 " 686686 Fusci TAY PERS Tier1 2003  02/17/2009 Salary Breakdown ] new
000000000 000000 DRAYTON . BOB PERSTier1 2002 01/30/2009 Termination New
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3

If Job Class is “School Employee,” select the number of contact months from
the drop-down menu (highlighted by the box); otherwise, leave Contract No. of
Montbhs set to the default (00).

Salary Breakdown Request

Details For: JAY PUSCA, 212121212

Learn maore about working with Salary Breakdown
* -indicates required fields
Salary Breakdown for Year 2002

- Contract No. of
Job Class I General Service l Months 00

Multiple Employment r
Segments

*Start Date |

o &
Default Contribution Type S MEEE Term Datel
© MPAT

Note: You can save an incomplete form and return to work on it at a later date.
Simply select the Save work in progress radio button * , and then click the Save
button.

Select the Multiple Employment Segments check box (indicated by the arrow)
if the employee was terminated and rehired within the year. You need to enter the
dates in the Comments text box (see step 9).

Salary Breakdown Request

Details For: JAY PUSCA, 212121212

Learn more about working with Salary Breakdown
* _indicates required fields
Salary Breakdown for Year 2002

Job Class Contract No. of Months
Multiple Employment Segments « *Start Date |:|
Default Contribution Type & EPPT O MPPT O MPAT Term Date |:|

Type the employee’s most recent hire start date in the Start Date text box
(indicated by the arrow). If the employee terminated employment and was not re-
employed within the same year, type the termination date in the Term Date text
box.

Salary Breakdown Request

Details For: JAY PUSCA, 212121212

Learn more about working with Salary Breakdown
* - indicates required fields
Salary Breakdown for Year 2002

Job Class Contract No. of Months
Multiple Employment Segments » *Start Date |3/4/2002
Default Contribution Type (&) EPPT () MPPT ) MPAT Term Date |:|
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Salary breakdown

Select Default Contribution Type (highlighted by the box) by selecting the
appropriate radio button. The Contribution Type column displays the default

contribution type you selected. If the contribution type is different for one or more

months, you can individually modify contribution types for each month.

Salary Breakdown Request

Details For: JAY PUSCA, 212121212

Learn more about working with Salary Breakdown
* - indicates required fields
Salary Breakdown for Year 2002

Job Class Contract No. of Months
Multiple Employment Segments *Start Date |3/4/2002

| Defauit Contribution Type &) EPPT () MPPT () MPAT | Term Date |:|

For each month in the salary breakdown year the employee was employed, type
the number of hours worked in the Hours text box and subject salary paid in the
Salary text box.

Salary Breakdown Request

Details For: JAY PUSCA, 212121212

Learn more about working with Salary Breakdown
* _indicates required fields
Salary Breakdown for Year 2002

Job Class Contract No. of Months
Multiple Employment Segments *Start Date
Defauit Contribution Type &) EPPT ) MPPT O MPAT Termpate| |
T o1 Hews 1 Salan | Conuibuion Type | Convibuion |
January \ o g o [epeT ] 50
February \ o 0 (EPPT v 50
Warch \ 180 g 2650.00 (EPPT v| 50
April \ 172] g 2650.00 [EPPT v] $0
Way \ 180 g 2650.00/ [epPT ] 50
June \ 172 g 2650.00 [epeT ] 50
July \ 180 3 2650.00] [eppT ¥ 50
August \ 180 g 2650.00 (EPPT v| $0
September \ 172] g 2650.00 (EPPT v] $0
October \ 180 g 2650.00 (EPPT | $0
November \ 12| g 2650.00 [epeT ] 50
December \ 180 5 2650.00 [epeT_¥] $0
TOTAL 0.00 $0.00 $0.00
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8

9

10

Click the Calculate button to have EDX fill in the totals (shown shaded).

Salary Breakdown Request

Details For: JAY PUSCA, 212121212

Learn more about working with Salary Breakdown
* -indicates required fields
Salary Breakdown for Year 2002

Job Class Contract No. of Months
Multiple Employment Segments *Start Date |3/4/2002

Defauit Contribution Type () ERPT (O MPPT O MPAT TemDate| |
January \ o g 0.00] [epPT v 50.00
February \ o s 0.00] B 50.00
March \ 180 g 2650.00| [epPT v $150.00
April \ 172) g 2650.00| [epPT v $150.00
May \ 180 g 2650.00| B $150.00
June \ 172] g 2650.00| [eppT ¥ $159.00
July \ B0 3 2650.00| [eppT v $159.00
August \ 180 g 2650.00| [epPT v $159.00
September \ 12| g 2650.00| B $159.00
October \ 180 g 2650.00| B $159.00
November \ 172] g 2650.00| B $150.00
December \ 180 g 2650.00| [eppT v $150.00
TOTAL 1762.00 $26500.00 $1500.00

By clicking the Calculate button below, you will calculate the totals based on the form entries above. This will not save the Salary Breakdown until you click the Save button below.

Calculate Estimated Financial Impact $17.80

If you selected the Multiple Employment Segments check box in step 4, you
must type in the Comments text box the dates the employee was terminated and
rehired.

Calculate Estimated Financial Impact $17.80

Terminated on 1/31/02. Rehired on 3/4/02.

Comments

(O Save work in progress
() lcertify the above to be correct to the best of my knowledge

Click the I certify the above to be correct to the best of my knowledge radio
button (indicated by the arrow).

Calculate Estimated Financial Impact 517 80

Terminated on 1/31/02. Rehired on 3/4/02.

Comments

) Save work in progress
(@ _lcertify the above to be corTect to the best of my knowledge

&

Tell Me More
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Completing the Disability Employment Status Request

11 Click the Save button, or click the Cancel button to exit without saving

If you clicked the Save button, a confirmation box appears to tell you the form has
been submitted to PERS for review. The item is also removed from the Work List.

Information Message

« Members form has been submitted to PERS for review.

Completing the Disability Employment Status Request

When you click on a member’s SSN listed on the Work List screen and that member’s
Work Item Type is “Disability Employment Status” (highlighted by the box), EDX
redirects you to the Disability Employment Status Request screen. You must answer all
the questions. Important: If you believe you have already completed the form, do not
enter any information in the form except comments.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and return each Work Iltem. Click on the SS
information

Create Dermnoaraphic Correction Request (DCR!

Learn more about warking with Work List

Click on the leftmost column to get the detail of the clicked record

112233445 556677 Tanner Amy OFSRPDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 558677 Tanner Amy OFSRFDB 04/07/2009 Last Day of Paid Leave
B76954451 100001 CAREY MARY PERS-Tier 1 04/06/2009 Last Day of Paid Leave

B76954451 100001 CAREY MARY PERS-Tier 1 1998 04/06/2009 Salary Cert - Service

1 Access the Work List screen following the instructions under “Accessing the Work
List” on page 154.

2 Click on the SSN (highlighted by the box) of a member associated with “Disability
Employment Status” shown in the Work Item Type column.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and return each Work Iltem. Click on the SS
information.

Create Dermnoaraphic Correction Request (DCR!

Learn more about working with Wark List

Click on the leftmost column to get the detail of the clicked record.

SSN PERS ID Last Name First Name Plan Year Request Date Work Item Type
112233445 556677 Tanner Amy OPSRFDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 556677 Tanner Amy OFPSRPDB 04/07/2009 Last Day of Paid Leave
B76954451 100001 CAREY MARY PERS-Tier 1 04/06/2009 Last Day of Paid Leave
876354451 100001 CAREY HARY PERSTier 1 1998 04/06/2009 Salay Ced - Service
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3 Answer questions 1 and 2. If you make a mistake completing the form, click the
Clear Selections button (indicated by the arrow) to start over.

Disability Employment Status Request

Details For: Amy Tanner, 112233445

Learn mare about working with Disability Employment Status Request
* -indicates required fields.

Plan OPSRPDB

Last Day Worked (Last day physically on the job) provided by the member is 01/01/2009

Is the Last Day Worked (Last day physically on the job) provided by the member
correct? ® Yes O No

1a) I o, please specify the actual Last Day Worked {Last day physically onthejob). | |

)

Has the member returned to work since the actual Last Day Worked (Last day O Yes @ Mo

*2) % A
physically on the job)?

20) I1yes, please speciy the employment start date. ]
]
4 If you want to add any comments, type them in the Comments text box.
5 Click the Save button (indicated by the arrow) to submit the request to PERS for
review, or click the Cancel button to exit without saving.

Comments

- £ =0

If you clicked the Save button, a confirmation box appears to tell you the form has
been submitted to PERS for review. The item is also removed from the Work List.

Information Message

» The Disability Employment Status Request has been submitted to
PERS for review.
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Completing the OPSRP Last Day of Paid Leave Request

Completing the OPSRP Last Day of Paid Leave Request

When you click on a member’s SSN listed on the Work List screen and that member’s
Work Item Type is “Last Day of Paid Leave” and Plan is “OPSRPDB” (highlighted by
the boxes), EDX redirects you to the Last Day of Paid Leave Request screen for OPSRP
members. PERS uses the information you enter on the page to determine disability
benefit eligibility. You must answer all the questions. Important: If you believe you have
already completed the form, do not enter any information in the form except comments.

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltem Type indicates the type of information that is required. Please complete and return each Work ltem. Click on the SS
information.

Create Demoaraphic Correction Request (DCR).

Learn more about working with Wark List

Click on the leftmost column to get the detail of the clicked record.

Amy

112233445 556877 Tanner OPSRFDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 556677 Tanner Amy 0410712009 [ C&si0ay of Paid Leave |
876854451 100001 CAREY MARY PERSTier 1 04/06/2009 Last Day of Paid Leave
876954451 100001 CAREY MARY PERS-Tier 1 1993 04/06/2009 Salary Cert - Senvice
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Termination
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Unused Sick Leave
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation
1 Access the Work List screen following the instructions under “Accessing the Work

List” on page 154.

2 Click on the SSN (highlighted by the box) of a member associated with “Last Day
of Paid Leave” shown in the Work Item Type column. Important: Make sure you
click on a link where “Last Day of Paid Leave” corresponds to “OPSRP.”

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and return each Work Iltem. Click on the SS
information.

Create Dermnoaraphic Correction Request (DCR!

Learn more about warking with Work List

Click on the leftmost column to get the detail of the clicked record.

112233445 556677 Tanner Amy OFPSRPDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 556677 Tanner Amy OFSRFDB 04/07/2009 Last Day of Paid Leave I
B76954451 100001 CAREY MARY PERS-Tier 1 04/06/2009 Last Day of Paid Leave

B76954451 100001 CAREY MARY PERS-Tier 1 1998 04/06/2009 Salary Cert - Senvice

876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Termination

876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Unused Sick Leave

B76954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation
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3 Answer questions 1 through 3. If you make a mistake completing the form, click
the Clear Selections button (indicated by the arrow) to start over.

Last Day of Paid Leave Request

Details For: Amy Tanner, 112233445

Learn more about working with Last Day of Paid Leave Request
* -indicates required fields.

Plan OPSRPDB

Last Day Worked (Last day physically on the job) 01/01/2009
*1) Has the member returned to work since the above date? O Yes ® No
1a) Ifyes, specify the Employment start date. L ]
*2)  Was the member on paid leave? QO Yes @ No
2a) Ifyes, specify the Last Day of Paid Leave. |:|
=3 ?ﬁﬁgﬂixfpﬁ;ﬂzfnﬁgfr the last full calendar month worked
o
4 If you want to add any comments, type them into the Comments text box.
5 Click the Save button (indicated by the arrow) to submit the request to PERS for
review, or click the Cancel button to exit without saving.

Comments

= B I

If you clicked the Save button, a confirmation box appears to tell you the form has
been submitted to PERS for review. The item is also removed from the Work List.

Information Message

+ The Requestfor Last day of Paid Leave has been submitted to
PERS for review.
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Completing the PERS Last Day of Paid Leave Request

When you click on a member’s SSN listed on the Work List screen and that member’s
Work Item Type is “Last Day of Paid Leave” and Plan is either “PERS-Tier 1” or “PERS-
Tier 27 (highlighted by the boxes), EDX redirects you to the Last Day of Paid Leave
Request screen for Tier One/Tier Two members. PERS uses the information you enter

on this page to determine disability benefit eligibility. You must answer all the questions.
Important: If you believe you have already completed the form, do not enter any
information in the form except comments.

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltem Type indicates the type of information that is required. Please complete and return each Work ltem. Click on the SS
information

Create Demoaraphic Correction Request (DCR).

Learn more about working with Wark List

Click on the leftmost column to get the detail of the clicked record.

112233445 556677 Tanner Amy OPSRFDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 556677 Tanner Amy OPSRPDB 04/07/2009 Last Day of Paid Leave
876954451 100001 CAREY MARY 04/06/2000 [ 5=5t0ay or Paia Leave 1
B76954451 100001 CAREY MARY PERS-Tier 1 1998 04/06/2009 Salary Cert - Service
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Termination
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Unused Sick Leave
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation
1 Access the Work List screen following the instructions under “Accessing the Work

List” on page 154.

2 Click on the SSN (highlighted by the box) of a member associated with “Last Day
of Paid Leave” shown in the Work Item Type column. Important: Make sure you

click on a link where “Last Day of Paid Leave” corresponds to “PERS - Tier 1 or
2>

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltem Type indicates the type of information that is required. Please complete and return each Work ltem. Click on the SS
information

Create Demoaraphic Correction Request (DCR).

Learn more about working with Wark List

Click on the leftmost column to get the detail of the clicked record.

Amy

112233445 556677 Tanner OPSRFDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 556677 Tanner Amy OFPSRPDB 04/07/2009 Last Day of Paid Leave

@ @ CAREY TIARY PERS Tier 1 04106/2009 TastDay of Paid eave ]
B76954451 100001 CAREY MARY PERS-Tier 1 1998 04/06/2009 Salary Cert - Service
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Termination
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Unused Sick Leave
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation
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3 Answer questions 1 through 3. If you make a mistake completing the form, click
the Clear Selections button (indicated by the arrow) to start over.

Last Day of Paid Leave Request

Details For: MARY CAREY, 876954451

Learn more about working with L ast Day of Paid Leave Request
* _indicates required fields.

Plan PERS-Tier1

Last Day Worked (Last day physically on the job) 03/31/1998

*1) Has the member returned to work since the above date? O Yes O No
1a) Ifyes, specify the Employment start date. [ ]

*2) Was the member on paid leave? O Yes O No
2a) Ifyes, specify the Last Day of Paid Leave. [ ]

*3) Please provide member's gross monthly salary prior to the last day physically on the job. § l:l

B e Selectons |

4 If you want to add any comments, type them into the Comments text box.

5 Click the Save button (indicated by the arrow) to submit the request to PERS for
review, or click the Cancel button to exit without saving.

Clear Selections

Comments

=l E XN

If you clicked the Save button, a confirmation box appears to tell you the form has
been submitted to PERS for review. The item is also removed from the Work List.

Information Message

» The Requestfor Last day of Paid Leave has been submitted to
PERS for review.
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Completing a Termination Request

Completing a Termination Request

Before PERS can pay an employee benefits, it needs certain information about the
member. When you click on a member’s SSN listed on the Work List screen and that
member’s Work Item Type is “Termination” (highlighted by the box), EDX redirects you
to the Termination Request screen.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and return each Work Iltem. Click on the SS
information.

Create Dermnoaraphic Correction Request (DCR!

Learn more about warking with Work List

Click on the leftmost column to get the detail of the clicked record.

112233445 556677 Tanner Amy OFPSRPDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 556677 Tanner Amy OFSRFDB 04/07/2009 Last Day of Paid Leave

B76954451 100001 CAREY MARY PERS-Tier 1 04/06/2009 Last Day of Paid Leave

876854451 100001 CAREY MARY PERS-Tier 1 1998 04/06/2009 Salary Cert - Service

876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 || Termination 1
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Unused Sick Leave

B76954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation

1 Access the Work List screen following the instructions under “Accessing the Work
List” on page 154.

2 Click on the SSN (highlighted by the box) of a member associated with
“Termination” shown in the Work Item Type column.

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltem Type indicates the type of information that is required. Please complete and return each Work ltem. Click on the SS
information

Create Demoaraphic Correction Request (DCR).

Learn more about warking with Work List

Click on the leftmost column to get the detail of the clicked record

112233445 556677 Tanner Amy OFSRPDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 04/07/2009 Disability Employment Status
112233445 558677 Tanner Amy OFSRFDB 04/07/2009 Last Day of Paid Leave
876954451 100001 CAREY MARY PERS-Tier 1 04/06/2009 Last Day of Paid Leave
876954451 100001 CAREY MARY PERS-Tier 1 1998 04/06/2009 Salary Cert - Service

@4451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Termination I
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Unused Sick Leave
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation

In the PERS Comments text box, PERS specifies information it needs from you
before it can begin processing the employee’s benefit request.

Termination Request

This is a 9/1/10 retirement.

PERS Comments:

Details For: Mary Carey, 876954451
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3 Click on the Job Segment link (highlighted by the box), and verify the
employment dates are correct.

Termination Request

This is a 9/1/10 retirement.

PERS Comments:

Details For: Mary Carey, 876954451

Job

Last Day Term/End
Segment SETIREE Service Date

| 1 | o oemzo04

08/31/2004 06M7/2010

School

Active Service 10

Employee Tier2

Important: If a date is incorrect, click the Cancel button, and then submit a
Demographic Correction Request (see “Correcting a demographic record already
posted” on pages 156—158). Do not complete the Termination Request until PERS
has corrected the employment date(s).

4 If the Last Day Service text box (highlighted by the box) is empty, type in the
date corresponding to the last day the employee actually worked.

Termination Request

This is a 9/1/10 retirement.

PERS Comments:

Details For: Mary Carey, 876954451

Job Last Day Term/End
Segment| Service Date Sick Leave | Sick Leave

1 Q  08/31/2004306/17/2010
School PERS-

08/31/2004 06/17/2010 Active Service 0 10
Employee Tier 2

Job Class|Position Type
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Completing a Termination Request

5 If the Term/End Date text box (highlighted by the box) is empty, type in the
employee’s termination date. If termination was due to death, type the employee’s
date of death in the Date of Death text box (indicated by the arrow); otherwise,
leave the box empty.

Termination Request
This is a 9/1/10 retirement.
PERS Comments:
Details For: Mary Carey, 876954451
Transferred
Job Last Day Term/End Unused
Segment] Service Date Sick Leave | Sick Leave
Hours
1 Q  DB131/2004 |06/17/2010
08/31/2004 06/17/2010 ESC“UU' Active Senvice RS 10
mployee Tier 2
Date of Death «
6 If you are an employer that participates in the sick leave program, type the

employee’s number of unused sick leave hours in the Gross Unused Sick Leave
Hours text box and any transferred unused sick leave in the Transferred Unused
Sick Leave Hours text box (highlighted by the box). If you are an employer that
does not participate in the sick leave program, type 0 in the text boxes.

Termination Request
This is a 9/1/10 retirement.
PERS Comments:
Details For: Mary Carey, 876954451
Transferred
Job Last Day Term/End Unused - e
Segment Service Date peblClass] ositionjiyy
1 Q  08/31/2004 06/17/2010 06/17/2010
08/31/2004 06M7/2010 5chool 4 ive senice PERS- g 10
Employee Tier2
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7

Click the Save button to submit the request to PERS, or click the Cancel button to
exit without saving.

Termination Request

This is a 9/1/10 retirement.

PERS Comments:
Details For: Mary Carey, 876954451

Gross  |Transferred A e
Job Last Day Term/End Unused Unused 9
[Job Class|Position Type oT No. of
Segment Service Date Sick Leave | Sick Leave
Hours | Months
Hours Hours

Q  08/21/2004 06/17/2010 06/17/2010

08/31/2004 061712010 Sehool oo sanice PERS g 3
Employee Tier 2
Date of Death
[ save |
Tell Me More

Note: If you leave out required information or you enter an invalid date in the
Last Day Service and/or Term/End Date text boxes, EDX displays a Validation
Error dialog box identifying the errors when you click the Save button.

Validation Error.

Please correct the following error(s) before proceeding:

« (9/29/2005 -Last Day Service cannot be later than the Term
date on the associated employment segment.

« (09/29/2005 -Gross Unused Sick Leave Hours is a required
field.

« 09/29/2005 -Transferred Unused Sick Leave Hours is a
required field.

If there are no errors, EDX displays a confirmation box to tell you the form has been
submitted to PERS for review. The item is also removed from the Work List.

Information Message

« Member's form has been submitted to PERS for review.

Note: EDX displays a validation message if you attempt to complete Termination
Request after a member’s account is closed.
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Completing an Unused Sick Leave Request

When you click on a member’s SSN listed on the Work List and that member’s Work Item
Type is “Unused Sick Leave” (highlighted by the box), EDX redirects you to the Unused
Sick Leave Request screen. PERS uses the information on the page to verify the amount
of unused sick leave the employee had when he or she terminated or when completing a

Data Verification Request.

Work List

information.

Create Dermnoaraphic Correction Request (DCR!

Learn more about working with Wark List

Click on the leftmost column to get the detail of the clicked record.

112233445 556677 Tanner Amy

876954451 100001 CAREY MARY
112233445 556677 Tanner Amy

B76954451 100001 CAREY MARY
876954451 100001 CAREY MARY
876954451 100001 CAREY MARY
876954451 100001 CAREY MARY
876954451 100001 CAREY MARY

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and return each Work Iltem. Click on the SS

OPSRPDE

PERS-Tier 1
OFPSRPDB

PERS-Tier 1
PERS-Tier 1
PERS -Tier 1
PERS -Tier 1
PERS -Tier 1

04/07/2009
04/07/2009
04/07/2009
04/06/2009
04/06/2009
04/06/2009
04/06/2009
04/06/2009

Disability Employment Status
Disability Employment Status
Last Day of Paid Leave
Last Day of Paid Leave
1998 Salary Cert - Senvice

Termination

| Unused Sick Leave 1

Employment Confirmation

Important: If the Data Verification Request check box (shown circled) is checked,
you must enter all unused and transferred sick leave hours accrued by the employee or
transferred by another employer on or before the date indicated by the Data Verification

Effective Date.

Unused Sick Leave Request

Details For: MARY ROWE, 911911911
Data Verification Request:

Data Verification Effective Date: 12/31/2010

Transferred
Job Last Day Term/End Unused o o
Segment plarilate Service Date Sick Leave | Sick Leave oblClas=|Hosticnjlvie
Hours
1 Q  02/02/2003
2 Q  01/04/1999 404.000
1 Access the Work List screen following the instructions under “Accessing the Work

List” on page 154.
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2 Click on the SSN (highlighted by the box) of a member associated with “Unused
Sick Leave” shown in the Work Item Type column.

Work List

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and return each Work Iltem. Click on the SS
information.

Create Dermnoaraphic Correction Request (DCR!

Learn more about warking with Work List

Click on the leftmost column to get the detail of the clicked record.

112233445 556677 Tanner Amy OPSRPDB 04/07/2009 Disability Employment Status
876954451 100001 CAREY MARY PERS-Tier 1 040712009 Disability Employment Status
112233445 556677 Tanner Amy OPSRFDB 0410712009 Last Day of Paid Leave
876954451 100001 CAREY MARY PERS-Tier 1 0410612009 Last Day of Paid Leave
876854451 100001 CAREY MARY PERS-Tier 1 1908 0410612009 Salary Cert - Senice
876954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Termination
@ddsw 00001 CAREY TIARY PERS-Tier 1 04/06/2009 Unuised Sick Leave 1
- ity
B76954451 100001 CAREY MARY PERS -Tier 1 04/06/2009 Employment Confirmation
3 In the Gross Unused Sick Leave Hours and Transferred Unused Sick Leave

Hours text boxes (highlighted by the box), type the number of unused sick leave
hours the employee has accrued and/or transferred. If you are an employer that
does not participate in the sick leave program, type 0 in the text boxes.

Unused Sick Leave Request

Details For: MARY ROWE, 911911911
Data Verification Request:

Data Verification Effective Date:

Job Last Day Term/End a
z C
Segment Service Date Job Class|Position Type
1 Q  08/2811985
031011995 05/01/1995 School  ychve senice TERS g 9
Employee Tier 1
0111211993 02/28/1995 Sy femveol. EERS o 9

Employee Absence Tier 1

Note: If you do not type any information into the Gross Unused Sick Leave and
Transferred Unused Sick Leave Hours text boxes, you must to type an explanation
into the Comments text box.

Transferred
Job Last Day Term/End Unused lfob Class| Position Type
Segment Service Date Sick Leave | Sick Leave B yp
Hours
1 Q  08/28/1985
Date of Death

We have no record of the person having ever worked here.

Comments:
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4 Click the Save button to submit the request to PERS, or click the Cancel button to
exit without saving.

Comments:

El e

Tell Me More

If you clicked the Save button, a confirmation box appears to tell you the form has
been submitted to PERS for review. The item is also removed from the Work List.

Information Message

« Members form has been submitted to PERS for review.

Completing an Employer Data Verification Request

Employees close to retirement can now request that PERS verify the data it uses to
calculate the employee’s benefit amount at retirement. As part of that data verification
process, PERS requires that employers verify that information they report regarding the
employee’s employment dates, subject salaries, and unused sick leave is correct.

When you click on a member’s SSN listed on the Work List and that member’s Work Item
Type is “Employer Data Verification Request” (highlighted by the box), EDX redirects
you to the Employer Data Verification Request screen.

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltem Type indicates the type of information that is
required. Please complete and return each Work Item. Click on the SSN to enter salary information.

Create Demographic Correction Request (DCR).

Learn more about working with Work List

Click on the leftmost column to getthe detail ofthe clicked record.

Re uest

333234424 297266 MCVEY CHRISTINE EERS 2l 11/0412010  Termination
877000100 761714 PENN SHAUN ?ER&T“” 051052011 Igg”pd‘éi‘irnata“e”ﬁca”“” New
101012020 416385 VELASQUEZ MARIA ;ERS'T“” 09/01/2010  Termination New

1 Access the Work List screen following the instructions under “Accessing the Work

List” on page 154.
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2 Click on the SSN (highlighted by the box) of a member associated with “Employer
Data Verification Request” shown in the Work Item Type column.

Work List

Below is a list of employees for which PERS is requesting Information. The Work ltemn Type indicates the type of information that is
required. Please complete and return each Work ltem. Click on the SSHM to enter salary information.

Create Demographic Correction Request (DCR).

Learn more about working with Work List

Click on the leftmost column to get the detail of the clicked record.

RE uest

PERS-Tier

333234424 297266 MCVEY cHRISTINE 11/04/2010  Termination
B77000100 761714 PENN SHAUN FERETE 05052011 EMployer DataVerfication .,
e 1 Reguest
101012020 416385 VELASQUEZ MARIA SERS‘T“” 09/01/2010  Termination New

3 Review any comments in the PERS Comments text box to see what information

PERS needs from you to complete the employer data verification.

Employer Data Verification Request

PERS Comments:

Please confirm data for this member's employment. Make sure to verify
enmployment details AND =salary details for all segments. Thanks!

Please verify the member's employment and salary details via the View Employee Info Link. When your review and
verification is complete, please click the box for "l certify the verified information to be correct to the best of my
knowledge" and click the Save button to submit to PERS.

Details For: Shaun Penn, SSN: 877000100, PERS ID: 761714

4 Verity the employee’s employment and salary details following the procedures
outlined on pages 134-140.
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5 Once you have verified the employee’s employment history and salary details,
select the I certify that the employment and salary details for this employee
are correct check box (indicated by the arrow).

Due Date: 07/04/2011

| certify the verified information to be correct to the best of my knowledge.

Em&um ments:

6 Type any comments in Comments text box you think will help PERS complete
the data verification.

Due Date: 07/04/2011
| certify the verified information to be correct to the best of my knowledge.

Employer Comments:

I have verified that employment and salary details for this employee are
co:r:rect.l

7 Click the Save button to submit the data verification, or click the Cancel button to
return to the Work List screen.
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Appendix—Troubleshooting

Tables of common problems and solutions

Use the tables in this section to help you diagnose and resolve problems encountered
while using EDX and with suspended records. While the information found in these
tables will not resolve all the technical problems you might encounter, they do address

the most common issues.

If the information in these tables does not help you resolve EDX problems or error
messages, please contact the Employer Service Center at 503-603-7788 or toll free at

888-320-7377.

Access, login, and browser issues

Symptom/problem/error
message

Explanation

Diagnosis/solution(s)

I cannot gain access to the

Users other than the Web

PERS gives Web adminis-

when trying to log in with
multiple browser windows
open.

across browser windows,
which can create security
errors when moving be-
tween windows.

EDX reporting system. administrator must create trators access to EDX. New
an account for themselves. | payroll specialists can go
The Web administrator then | to the EDX site and open a
activates the account. user account for themselves
by clicking the Open a
Payroll Specialist Account
link and completing the
user profile information.
Odd errors are displayed Login information is shared [ Close all browser windows.

Open a single Internet
Explorer window and log
on to EDX again.

Received notification from
EDX that my password is
about to expire.

Passwords are set to auto-
matically expire after 90
days.

Reset the password by fol-
lowing the steps outlined on
pages 11-12.

EDX returned me to the
login page when I took a
short break from editing
records.

For security purposes, EDX
times out a user’s session
after 15 minutes.

You must log in again. A
user cannot control or reset
the time-out setting.

When attempting to log in,
the error “Please verify ID

and password” is displayed.

The user ID and password
are case sensitive.

Make sure CAPS LOCK

is off. If you are entering
your login information cor-
rectly, contact the Employer
Service Center.
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Error notification and correction

Symptom/problem/error
message

Explanation

Diagnosis/solution(s)

I do not receive e-mail noti-
fications from PERS when
data processes.

The Web administrator
should verify that the
desired recipient of EDX e-
mail has been assigned the
Employer Reporting 1 role.

If there is an Employer
Reporting 1 role assigned,
EDX attempts to e-mail that
person first. If there is no
one in that role, e-mails will
be sent to the Web adminis-
trator.

I was just looking at an
error on my report error list
and now it is missing.

Saving an error record
removes that record from
the error list.

When you save an error
record, EDX assumes you
have fixed the error. It will
be removed from the error
list until the next batch
evaluation.

If only viewing a record, do
not click the Save button.
Click the Work on Reports
link.

Flagged errors disappear
from the error list, but
the records have not been
modified.

Flagged errors are only
warnings.

A flagged error (preceded
by “F”) is not a true error
but a warning that some-
thing about the record is
unusual and should be
checked for correctness.
You are not required to
edit these records, and the
flagged records will post
when all other suspended
and bad format errors are
cleared.

DTL2 records submitted

for retired workers properly
have the 07 — Retired/No
Contributions wage code,
but EDX suspends the DTL2
record with a message that
there is open enrollment for
the member.

DTL2 records with reported
wage code 07 — Retired/No
Contributions will not post
if an active service em-
ployment segment has not
closed or the retiree has not
been rehired.

Make sure the retired mem-
ber has been terminated in
EDX through submission of
a DTL1 termination record.

Call the Employer Service
Center if uncertain about
the member’s EDX employ-
ment status.
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Error notification and correction (continued)

Symptom/problem/error
message

Explanation

Diagnosis/solution(s)

“No Data Exists for the
Year Requested.”

There is no wage and con-
tribution data for the year
you requested.

Make sure you entered the
correct year.

Verify wage and contri-
bution records were
submitted for the year
requested. Try entering a
different year.

When submitting a Regular
Report containing multiple
records for the same SSN,
the records in that report
suspend.

The problem can occur
when submitting a report
containing multiple records
for the same member. An
error in one record will
cause the other records in
the report to either suspend
or go into “valid” status.

Do not combine negative
and positive adjustment
records for the same
member within the same
report when a change in
the contribution start date
is involved. Instead, create
two separate Demographics
and Adjustment Reports:
one for positive adjustments
and the other for negative
adjustments.

DTL2 record (for wage code
02) suspends for a part-time
or non-qualifying employee.

When using wage code
02 for a part-time or non-
qualifying employee, the
record will suspend once
the total hours posted
exceeds 599 hours.

Change the wage code to 01
or another applicable wage
code.

Note: If the member has
posted hours exceeding
599, he or she may be
qualified to receive contri-
butions.

Cannot find a person with
the Last Name entered that
has an employment with
your agency.

Either the person with the
name you typed in the
search box doesn’t exist or
the name was typed incor-
rectly.

Verify you typed the name
correctly.
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Error notification and correction (continued)

Symptom/problem/error
message

Explanation

Diagnosis/solution(s)

Validation Error

Please correct the following
error(s) before proceeding:

EDX displays a validation
error message if you enter
an invalid date, hour, or
you fail to enter comments
into the Comments text box
when required.

Make sure you entered
valid dates, hours, or
comments in the text boxes.

When completing a
Termination Request, a Last
Day Service date cannot be
later than a Term/End Date.

When completing an
Unused Sick Leave
Request, both the Gross
Unused Sick Leave Hours
and Transferred Sick Leave
Hours text boxes must have
a value entered.
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Glossary

demographic (DTL1)
record

Demographics and
Adjustment Report

Detail 1 record
Detail 2 record

elected official

Employer Data
Exchange (EDX)
system

flagged record

jClarety

One of two types of records submitted in periodic
reports through EDX. The demographic record (also
called Member Demographic Record or Detail 1 record)
includes information about changes in an employee’s
employment status (hire, termination, begin or end
leave) or in his or her personal information (name, ad-
dress, SSN).

A report containing demographic (DTL1) records, posi-
tive and/or negative adjustment records, and retroactive
payment records.

See “demographic (DTL1) record.”
See “wage and service (DTL2) record.”

A person who is a public official holding an elective of-
fice or an appointive office with a fixed term for the state
or for a political subdivision of the state. An elected of-
ficial may elect to participate in PERS pursuant to ORS
238.015(6).

The Web-based program participating PERS Chapter
238 Plan, OPSRP Pension Program, and OPSRP IAP
employers with qualifying positions use to report payroll
and demographic information directly to PERS.

A report record (DTL1 or DTL2) that has a flagged type
of error. Flagged errors are only warnings that something
reported in the record looks abnormal. Records with
flagged errors should be checked for accuracy, but will
post when all other records post.

The retirement system software platform underlying EDX.
jClarety and EDX were implemented to manage member
wage, service, and demographic information for OPSRP.
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legislator A person appointed or elected as a member of the
Oregon Legislative Assembly. A person elected as a leg-
islator for a term beginning on or after August 29, 2003,
must elect within 30 days after taking office to become
a member of OPSRP, the state deferred compensation
plan, or neither.

pay cycle The period of time from one pay date to the next. The
pay date is considered the last day of the pay cycle. A
pay cycle may apply to a group of employees who are
paid for the same period.

pay date The date printed on the employee’s check.

payroll administrator Person or persons using EDX to report to PERS. Payroll
specialists set up their own accounts via EDX.

PERS Job Class Code The job class, for PERS purposes, under which the
reported wages have been earned (e.g., General
Services = 1, Police and Fire = 2, etc.). Defines the
employment classification an employee holds with an
employer. The job class may affect the rules that apply to
a member’s benefits or eligibility to participate in PERS.

posted (report or A status EDX assigns to records and reports considered

record) correct and closed to further changes. A record posts,
receiving a status of “posted” once it passes the vali-
dation process. A report posts when all the records it
contains post.

release The action of identifying a new report in EDX to be
picked up by the next batch validation and posting pro-
cess. A released report may be “unreleased” before the
batch, preventing the report from being processed.

report date The scheduled date the employer submits wage, service,
and contribution data to PERS. This date is given to a
report when it is created and is specified in the header
record of the report data file. It is the date associated
with reporting frequency.

report due date The date an employer must report wage, service, and
contribution data to PERS. This date follows the report
date by three business days.
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report period

reporting frequency

reporting official

third-party
administrator (TPA)

un-release

Wage and Contribution
Report

wage and service
record

Refers to the period between report dates, which is when
the activity is captured to create regular Wage and Con-
tribution Reports. For instance, an employer reporting
monthly would have a report dated 06/30/2004, with a
report period of June 1-June 30.

PERS assigns each employer a reporting cycle that most
closely matches its pay cycle in accordance with Oregon
Administrative Rule (OAR) 459-070-0100. There are
four reporting frequencies associated with the assigned
reporting cycles: monthly, semi-monthly, bi-weekly, and
weekly.

Individual an organization identifies as the person
charged with overseeing the PERS payroll reporting
process. The individual is responsible for designating the
Web administrator.

Private payroll vendor (e.g., ADP) providing administra-
tive services, such as managing accounts and paying out
benefit claims. Employers who use a TPA will typically
rely on them to extract/generate data files used to upload
report information to EDX.

Reversing the act of signaling to EDX that a new report
is ready for processing during the batch validation. A
released report that has not yet been through the batch
process may be unreleased, which prevents the report
from being processed.

Report containing Demographics and Adjustment
Reports and Regular Reports. The report lists the status
of each report submitted, either “posted” or “unposted.”
In addition, it allows you to view the report details and
edit un-posted reports.

One of two types of records submitted in periodic reports
using EDX. The wage and service record (also called
Detail 2 record) includes information about employee
wages paid, hours worked, member contributions, and
changes in job class. This record is also used to report
retroactive payments and adjustments.
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Web administrator Person appointed by an organization’s reporting official
to have sole administrative control over EDX reporting
for that organization, including maintenance of employer
contacts and user accounts.
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A

account information, requesting, 8, 13—16
account, maintaining employer Web accounts, 23-24

account, payroll specialist
activating, 25-26, 38
creating, 38-42
deactivating, 26-27
unlocking, 29-30
updating, 27-29, 4346
account status, 25
account, user. See account, payroll specialist
account, Web administrator, 20
ACH, 99
adding
contact information, 30-33
records manually, 61-67
address, employee
verifying, 131-133
viewing, 128-129
Admin Web Accounts, 8

bad format record error, 76

Cc

contact information
adding, 30-33
deleting, 35-36
editing, 33-35
Contact Us, 8
contribution status, checking, 148-150
Copy Forward method, 49, 55, 60—61

correcting
errors, 76-78
posted records, 143-146, 156158
valid records, 91-93

creating reports
Demographics and Adjustment, 54-56
manual, 56-57
overview, 48-50
Regular, 52-54

D
data verification, 155, 177-179

deactivating payroll specialist accounts. See account,
payroll specialist: deactivating

deleting
contact information, 35-36
records, 84-87
reports, 88—89
Demographic Correction Request
accessing, 143-146
creating, 156158

Demographics and Adjustment Report
See also Regular Report
adding records manually. See record: adding manu-
ally
creating, 54-56
posted, 51
report date, 48
unposted, 51

disability employment status, 155, 165-166

downloading to Excel
Member’s Year-to-Date Report, 123—-124
Wage and Contribution Summary, 121-123

E
editing
contact information, 33-35
records, 79-84
report headers, 87-88
EDX

log off, 18
log on, 6-8,20-22,42
overview, 4

Electronic Transactions Agreement, 7,21, 43
Eligibility Reports, 9
e-mail notification, 30, 42, 99

employee address
verifying, 131-133
viewing, 128-129

employee salary, verifying, 137-140

employee search, 129-131

Employer Data Verification Request, 155, 177-179
Employer Home Page, 811

Employer Information, 9

employer number, 40, 45

Employer Selection, 9

employer statement history, viewing, 101-102
employer Web account, maintaining, 23-24

employment history, verifying, 136—-137. See also data
verification
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employment history, viewing, 134—135. See also data L
verification leave, last day of paid
employment segments, 150-151 defined, 155
employment status OPSRP, 167-168
confirming, 155 PERS, 169-170
disability, 155, 165-166 left navigation bar, 8-9
Empty Report method, 48 locked
error, login, 7 field, 34
p—— password, 7
correcting, 76-78 payroll specialist account, 29
types, 76 login error, 7
Excel log off, 18
See also downloading: Member’s Year-to-Date Logoff, 8
Report
. o 1 20-22, 42
See also downloading: Wage and Contribution og on, 20-22,
Summary logon, 6-7
saving records, 94-95 logon problems, 25
viewing records, 93-94
expired password, 12—13 M
manual report, creating, 5657
F Messages From PERS, 9
field locked, 34
filename formatting. See formatting: filename N
File Upload method, 48 Null, 151

flagged record error, 76 0

forgotten password, 13,22, 40
open job segments, 150-151

formatting

employer number, 40 OPSRP Last Day of Paid Leave Request, 167-168

filename, 58

password, 13,22 P

paid leave, 155
H password, forgotten, 13,22, 40
header, editing, 87-88 password, payroll specialist
Hire Intent, 137 creating, 40, 44
expired, 12-13

| locked, 7

Inactive Employment Report, 9, 150-151 resetting, 29

information payment, 99
requesting, 13-16 payroll, 5
retrieving, 16-18 payroll specialist
invoicing, 98 number of, 26
role, 5
J payroll specialist account
job segments See also account, payroll specialist
open, 150-151 activating, 25-26, 38, 42

creating, 3842
deactivating, 26-27
resetting, 29
unlocking, 29-30
updating, 27-29, 4346

job segments, open. See also employment segments,
verifying
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PERS Employer website, 20
PERS Last Day of Paid Leave Request, 169-170

personal profile information
entering, 39-41
reviewing, 41-42

personnel, 5
position segment, 137

printing reports, 124

R

record
adding manually, 61-67
deleting, 84-87
editing, 79-84
errors, 76
saving to Excel, 94-95
validation, 76-77
viewing details, 89-91
viewing in Excel, 93-94
wage and service, 118

Regular Report

creating, 52-54
report process, 49

Reject/Edit Report, viewing, 78—79
releasing reports, 70. See also un-releasing reports

Remittance Statement
See also Un-Billed Activity Statement
details, 102-104
generating, 98
viewing, 101

report
columns, 119-120
copying forward, 60—61
deleting, 88-89
manually creating, 5657
posted, 51
printing, 124
releasing, 70-71. See also report: un-releasing
status, 50
submitting, 70
totals, 72-73
unposted, 50-51
un-releasing, 71. See also report: releasing
uploading, 57-59
report date format, 53, 55
report header, editing, 87-88

reporting methods
Copy Forward, 49, 55, 60-61
Empty Report, 48
File Upload, 48

reporting official, 5, 20

reporting roles, 5

Request Information, 8
requesting information, 13-16
reset password, 29

retrieving information, 16-18
RHIA/RHIPA contributions, 115

S

salary breakdown, 155, 161-165
Salary Breakdown Request, 141-143
salary certification, 154, 158-161

salary information, verifying, 137-140. See also data
verification

saving records to Excel, 94-95
search, employee, 129-131

SS Home, 8

statements, receiving, 98-99
Status Check, 9

status types, 156

submitting reports, 70
summary totals, viewing, 125

suspended record error, 76

T
Tell Me More, 10

third-party administrator, 5, 48
top navigation bar, 8

U

UAL contributions. See unfunded actuarial liabilities

Un-Billed Activity Statement
See also Remittance Statement
details, 105-107
generating, 98
viewing, 105

unfunded actuarial liabilities, 114

unposted reports, 50-51

un-releasing reports, 71. See also releasing reports
unused sick leave, 155, 175-177

uploading reports, 57-59

user account. See payroll specialist account

user [ID
payroll specialist, 39-40
Web administrator, 20

user roles, 5

\'
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validating records, 77
valid record error, 76

valid records
correcting, 91-93
described, 76
View Employee Info, 8
viewing
current employer remittance detail, 101
employee addresses, 128-129
employer statement histories, 101-102
employment history, 134-135
records in Excel, 93-94
Reject/Edit Report, 7879
Remittance Statement details, 102—-104
report totals, 72—73
summary totals, 125
Un-Billed Activity details, 105-107
Un-Billed Activity statements, 105
Wage and Contribution Invoice Detail, 109
Wage and Contribution Invoice details, 110
Wage and Contribution Invoice Summary, 108
Wage and Contribution Invoice Summary details,
108-109
Wage and Contribution Report Balance Sheet
details, 111-113
Wage and Contribution Report History, 110-111
Year-to-Date Wage and Contribution Details, 121
Year-to-Date Wage and Contribution Summary
Report, 118-120

View Year-to-Date Wage and Contribution Summary, 8

View Your Statement, 8

w

Wage and Contribution Invoice Detail
details, 110
viewing, 109

Wage and Contribution Invoice Summary
details, 108-109
viewing, 108

Wage and Contribution Report Balance Sheet, 111-113

Wage and Contribution Report History, viewing,
110-111

Wage and Contribution Summary, downloading to
Excel, 121-123

Web administrator
See also account, payroll specialist: activating
e-mail notifications, 30
maintaining employer account, 23-24
password, 20
responsibilities, 20
role, 5
user ID, 20

Web Administrator Agreement form, 20
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