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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. 

Introduction



Introduction

2	 Version 10.1

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.
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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.

Additional reporting roles
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Logging on to EDX
1	 Access EDX by going to http://oregon.gov/PERS/EMP/index.shtml.

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

3	 Click on the Log In link (indicated by the arrow) to view the PERS Login screen.
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4	 Type your user ID and password into the User ID and Password boxes (shown 
circled), respectively. 

5	 Click the Log In button (indicated by the arrow) to access the Employer Home 
Page screen.

	 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.

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.

Logging on to EDX

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.
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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)	 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.

•	 Contact Us—Provides PERS contact information.

(2)	 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.

1
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•	 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        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,

•	 address,

•	 reporting frequency,

Employer Home Page
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•	 phone,

•	 status, and

•	 status date.

(7)	 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



12	 Version 10.1

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.

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.

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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•	 Lowercase letters (a-z)

•	 Numeric characters (0-9)

•	 Non-alphanumeric characters (#, @, %, etc.)

Example: MyPassw0rd.

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.

Requesting information
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Section 1—Employer Data Exchange (EDX) System Overview

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

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



September 1, 2014	 15

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

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

	

Requesting information
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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.

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

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.

Retrieving replies to information requests
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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	 Click on the Log Off link (indicated by the arrow); the Log Off screen appears.

2	 Click the Yes button to confirm logging off, or click the No button if you decide 
not to log off.
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2

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

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

Logging on to EDX for the first time

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

*New Password:      

*Confirm New Password                   

Return to Home Page
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Change Password Confirmation
      Your password has been successfully changed.

     Return to Home Page

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: MyPassw0rd.

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 Password text box, retype your new password.

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

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

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:      

*Confirm New Password                   
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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

•	 Admin Web Accounts

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.

Maintaining employer Web accounts
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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        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.

3	 Click on the Admin Web Accounts link (indicated by the arrow) to view the 
Maintain Employer Web Accounts screen.

The Maintain Employer Web Accounts screen shows the various functions a Web 
administrator can perform to a payroll specialist’s account.
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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	 Follow the steps outlined on pages 23–24.

2	 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.

Activiating a payroll specialist account
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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.

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

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.

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.

Status Change Confirmation
Username:    FerrarI

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

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

Updating a payroll specialist account

Status Change Confirmation
Username:    FerrarI

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

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

Resetting a payroll specialist password
1	 Follow the steps outlined on pages 23–24.

2	 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. 

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.)

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.

Unlocking a payroll specialist account

Reset Password Confirmation
Username:    FishYS

Status:           Temp Password Mailed To User FishYS

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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2	 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.

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

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. 

Unlock Password Confirmation
The password has been unlocked for account FishYS.
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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.

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

Adding contact information

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

Contact Type First Name Last Name E-Mail

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. 

4	 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.

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

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-mail address

Editing contact information
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1	 Click on the Work with Contacts link (indicated by the arrow) to display the 
Employer Contacts screen.

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.

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.)

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

Contact Type First Name Last Name E-Mail

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



September 1, 2014	 35

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

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.

Deleting contact information
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2	 Click the Delete button.

3	 Click the OK button when prompted by the Contact Delete Confirmation screen; 
EDX returns you to the Employer Contacts screen.
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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	 Go to the PERS Employer website at http://oregon.gov/PERS/EMP/index.shtml. 

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

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

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.

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. 

Entering new personal profile information
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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–Z)

•	 Lowercase letters (a–z)

•	 Numeric characters (0–9)

•	 Non-alphanumeric characters (#, @, %, etc.)

Example: MyPassw0rd.

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

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. 

Reviewing new personal profile information
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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.  

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

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.

Employer Payroll Account Confirmation
Account information is saved. Thank you!

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 
log in to the PERS Employer Reporting site.
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2	 Review the PERS Electronic Transactions Agreement, and then click the I Agree 
button. 

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. 

Updating your account profile
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2	 Click on the Update My Profile link (indicated by the arrow) to display the 
Update My Account Profile screen.

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: MyPassw0rd.

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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5	 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.

6	 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.

Updating your account profile
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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.

8	 Click the Save Account button.

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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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 DTL1 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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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.

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 

Brief description of the process components
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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 

1
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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.

(3)	 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.

Working with the Wage and Contribution Reports
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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).

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

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.

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.

Creating a Regular Report
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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.

5	 Click the Next button. 

6	 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. 

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

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.

6	 Click the Next button.

Creating a Demographics and Adjustment Report
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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.

7	 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 54–56 depending on 
which report you want to create.

2	 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.
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3	 Select the radio button       next to I would like to create an empty report and 
add member records manually.

4	 Click the Next button.

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

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.

Uploading a report

Create Retirement Detail Report Confirmation
The wage and contribution report has been successfully created for the following report date:

What Next?

                                                03/01/2007
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 3	 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.

4	 Select the file.

5	 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.
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6	 Click the Begin Upload button.

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

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

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

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.

Uploading a report

Create Retirement Detail Report Confirmation
The wage and contribution report has been successfully created for the following report date:

What Next?

                                                03/01/2007



Section 4—Creating a Report and Adding Records

60	 Version 10.1

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. 

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

2	 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.

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.

Manually adding report records

Create Retirement Detail Report Confirmation
The wage and contribution report has been successfully created for the following report date:

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

                                                                                      03/01/2007
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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. 

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).

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.

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

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

Added 11/28/2005 11/28/2005 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 Reject/Edit Report View Details View Totals

Added 06/28/2004 06/29/2004 delete edit n/a View Report View Details View Totals

Posted Regular Reports
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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.

5	 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.

6	 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.

Manually adding report records
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The illustration below shows a default Detail 1 – Member Demographics screen.
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The illustration below shows a default Detail 2 – Wage and Service screen.

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.)

Manually adding report records
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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.

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.
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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.

Manually adding report records
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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.

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.

Release Report Validate Report Post Report

Correct Errors

Valid Report

Errors Corrected
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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).

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

Releasing a report

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

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

Suspended 02/02/2007 01/01/2007 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

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

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

Posted Regular Reports
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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.

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” on 
page 52 to view Work on Wage and Contribution Reports.

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

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

Suspended 02/02/2007 01/01/2007 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

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

Added 03/14/2007 03/07/2007 delete edit Un-Release View Report View Details n/a

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

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

Viewing report totals

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

Status Date Submitted Report Date Delete Edit 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 Reject/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

Status 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
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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

	 •	 View Details.
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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.

Brief description of the process components

Two paths exist for correcting errors:

•	 Path 1 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.

View Reject 
Report Correct Records Post Report

Process 1-Create 
Your Report

Fixed Records

Report Rejected

Error Records

Path 1

Delete Previous 
Report

Fix Source 
Records

Path 2

Brief description of the process components
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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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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
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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.

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. 

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.  

Editing records

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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
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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:

•	 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” 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) next to the report you want to edit to display the Edit 
Retirement Detail Reports screen.

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.

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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
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4	 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.

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

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

Adding or editing a record
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7	 Proceed to step 9.

8	 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.

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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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.

Note: EDX displays specific error messages at the top of the page for reference.

Adding or editing a record
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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.

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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



September 1, 2014	 85

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.

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

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.

Deleting records
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6	 Click the Delete button; a confirmation page appears.
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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.

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.

Editing a report header

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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

Status 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	 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.

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

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.

2	 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. 

      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.

      •  Work on Retirement Details Report Page     

                                             03/06/2007

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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

Status 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.

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).

Viewing record details

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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

Status 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.

The illustration below shows a partial Detail 2 screen.

The illustration below shows a partial Detail 1 screen.

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.

    Wage and Contribution Report... Record Details

       Detail 2 Records

       Detail 1 Records
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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. 

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

Status Date Submitted Report Date Delete Edit 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

Status Date Submitted Report Date Delete 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

Status 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

Correcting valid records
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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. 

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.

4	 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.
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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).

3	 In the File Download dialog box that appears, click the Open button to download 
and open the file in Excel.

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.

Viewing record details in Excel
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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.

Saving record details
1	 Follow steps 1 and 2 in the previous procedure.

2	 In the File Download dialog box that appears, click the Save button.
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3	 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.

4	 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.

5	 Click the Save button; the file is now saved and available at any time for viewing 
in Excel.

Saving record details
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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 5th; 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 M 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

13 14 15 16 17 18 19 11 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 26 27 28 29 30 31

Records posted on these days ap-
pear on the remittance statement 
released on the 5th of next month.

Records posted on these days ap-
pear on the remittance statement 
released on the 20th.

Process flow

Below is the process flow diagram for receiving statements.

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.

Generate 
Statement

View Statement 
(via EDX) Remit Payment
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•	 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. 

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.

	

View the Employer Statement or Wage and Contribution Report
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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.

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.  

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.

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.

Current Employer Statement
Un-Billed Activity
Employer Statement History
Wage and Contribution Report History

 View Employer Statement or Wage and Contribution Report...
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2	 Click on the Employer Statement History link (indicated by the arrow).  

3	 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.

4	 Refer to “Details of the Remittance Statement” below on how to interpret the 
Remittance Statement.

Details of the Remittance Statement
Balloon numbers            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 IAP 
charges and credits.

(5)	 Beginning balance for IAP—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.

1

Employer Statement History

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

 Select Statement...

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.

Current Employer Statement
Un-Billed Activity
Employer Statement History
Wage and Contribution Report History

 View Employer Statement or Wage and Contribution Report...
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Details of the Remittance Statement

(6)	 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.

(7)	 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.

(8)	 Invoice amounts for IAP—Charges and credits for the statement period.

(9)	 Total for IAP—Total of all IAP invoice amounts for the statement period.

(10)	 Ending balance for IAP—The sum total of the beginning balance plus the total 
invoice amount minus any deposits made.

(11)	 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.

(12)	 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.

(13)	 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. 

(14)	 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 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.

2	 Click on the Un-Billed Activity (indicated by the arrow) link to view the Un-
Billed Activity screen.  

Details of the Un-Billed Activity statement
The balloon numbers            appearing in the illustration on page 107 refer to the fol-
lowing descriptions.

(1)	 Un-billed Activity Period—The date range from the day after the most recent 
remittance statement to the current date.

(2)	 Contact information—Phone numbers at PERS to call if there are questions 
regarding the statement.

(3)	 IAP invoice section—This section of the statement contains invoice data for IAP 
charges and credits.

(4)	 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.

(5)	 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.

1

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.

Current Employer Statement
Un-Billed Activity
Employer Statement History
Wage and Contribution Report History

 View Employer Statement or Wage and Contribution Report...
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(6)	 Invoice amounts for IAP—Charges and credits for the statement period.

(7)	 Total for IAP—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
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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            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.

(5)	 Total—Totals for each pay date and each plan.

	 Note: The value in the Total column is sum of the values in the MPAT, EPPT, and 
Optional ER IAP columns.

1
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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.

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.

Viewing the Wage and Contribution Invoice Detail
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Details of the Wage and Contribution Invoice Detail
The balloon numbers            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).

(5)	 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.

Viewing the Wage and Contribution Report History
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. 

1
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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).

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.

Details of the Wage and Contribution Report Balance Sheet
The balloon numbers            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 

Wage and Contribution Report History

Report Date Date Submitted Status Report Type

01/31/2007 02/02/2007 Suspended Regular

12/31/2006 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

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.

Current Employer Statement
Un-Billed Activity
Employer Statement History
Wage and Contribution Report History

 View Employer Statement or Wage and Contribution Report...

1
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to a charge on another report. PERS applies available funds to the oldest charges 
first.

(2)	 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.

(3)	 Outstanding Balance—The difference between the Allocated Payments and 
Posted Contributions. 

(4)	 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.

(5)	 Inbound Adjustments—Shows posted negative adjustment transactions from 
another payroll report allocated to charges on this report.

(6)	 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
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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. 

	 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
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.

	 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.

Viewing the RHIA/RHIPA contributions statement
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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.
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3	 In the Enter Year text box, type in the report target year in the format YYYY. 

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.

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. 

Report columns
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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

n	 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

n	 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

n	 Type the employee’s SSN in the Select a Member text box (shown circled), and 
then click the Go button. 
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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.

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).

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.

Downloading the Wage and Contribution Summary to Excel
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2	 Click on the Download as CSV link (indicated by the arrow).

3	 In the File Download dialog box that appears, click the Open button to view an 
Excel spreadsheet containing the wage and contribution details.

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.
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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.

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).

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.

Downloading a member’s year-to-date report to Excel
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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.

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
n	 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-to-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.
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Viewing summary totals
1	 On the Year-to-Date Wage and Contribution Summary screen, click on the View 

Totals link (indicated by the arrow).

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.

2	 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.

Viewing summary totals
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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.

3	 Click on the Download CSV File of Employee Addresses link (indicated by the 
arrow).
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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.

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. 

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.

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

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).

4	 Click the Search button to display a list of employees matching your search 
criteria. 
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Note: EDX generates an error message if the search criteria you typed yields no 
results or is incomplete.

	 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.

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.

Viewing an employee address
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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).

4	 Click the Search button. If the Employee Employment History Details screen 
appears, proceed to step 6; otherwise, continue to the next step.

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.
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6	 Click on the View Address Details for this employee link (indicated by the 
arrow) to view the Employee Address Details screen.

7	 Verify the employee’s address is correct.

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.

Verifying an employee address
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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.

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).
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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. 

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. 

6	 Refer to “Verifying employment history” on pages 136–137.

Viewing an employment history
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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.

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.
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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.

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. 

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

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).

4	 Click the Search button. If the Employee Employment History Details screen 
appears, proceed to step 6; otherwise, continue to the next step.
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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.

6	 Click on the View Salary Details for this employee link (indicated by the arrow) 
to view the Employee Salary Details screen.
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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.

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.
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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.

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).
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4	 Click the Search button. If the Employee Employment History Details screen 
appears, proceed to step 6; otherwise, continue to the next step.

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.

6	 Click on the Create Salary Breakdown Request link (indicated by the arrow) to 
view the Salary Breakdown Request screen.



September 1, 2014	 143

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. 

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.

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. 

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

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).

4	 Click the Search button. If the Employee Employment History Details screen 
appears, proceed to step 6; otherwise, continue to the next step.
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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.

6	 Click on the Create Demographic Correction Request (DCR) link (indicated by 
the arrow) to view the Demographic Correction Request screen.

Accessing the Demographic Correction Request
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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.

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.
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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.

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.

Viewing Employee Eligibility Exception Reports
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6	 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.

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

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

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

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

Return to the Eligibility Exception Reports page
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2	 Click on the Status Check link (indicated by the arrow) to access the Status 
Check Member Search screen.

3	 Type in either the employee’s last name in the Enter Last Name text box or the 
Social Security number in the SSN No text box, and then click the Search button. 
Note: Searching by Social Security number is the preferred method if you want 
to pull up information on a specific individual. Searching by last name produces a 
list of all members with that last name.

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.

Checking a member’s contribution status
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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. 

3	 Click the Download CSV File button.
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Note: EDX displays the following message if it is unable to find inactive 
employment records. 

4	 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. 

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.

Employees with open job segments
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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.

2	 Click on the Work List link (indicated by the arrow) to access the Work List 
screen.

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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•	 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.

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.

Components of the Work List
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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,

•	 unused sick leave, 

•	 PERS job class, 

•	 position type, 

•	 last day of service, 

•	 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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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.

3	 Type either the member’s SSN or PERS ID into the search text box, and then click 
the Search button.

4	 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...”).

Correcting a demographic record already posted
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5	 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). 

6	 Add any comments you feel are necessary regarding the demographic correction 
request for this individual.

7	 Click the Save button (indicated by the arrow), or click the Cancel button to exit 
without saving.

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 not fill out the form again for that employee except to 



September 1, 2014	 159

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. 

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.

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.

Completing a Salary Certification Request
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4	 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. 

5	 Click the Calculate button; EDX populates the Total and Subject Salary + 
EPPT text boxes (shown shaded).
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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).

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.

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. 

Salary breakdown
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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 
Months set to the default (00).

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.

4	 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).

5	 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.
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6	 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.

7	 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
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8	 Click the Calculate button to have EDX fill in the totals (shown shaded).

9	 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. 

10	 Click the I certify the above to be correct to the best of my knowledge radio          	
button (indicated by the arrow).
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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.

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.

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. 

Completing the Disability Employment Status Request
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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.

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.

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.
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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.

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.”

Completing the OPSRP Last Day of Paid Leave Request
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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.

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.

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.
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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 2” (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.

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.”

Completing the PERS Last Day of Paid Leave Request
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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.

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.

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.
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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. 

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. 

In the PERS Comments text box, PERS specifies information it needs from you 
before it can begin processing the employee’s benefit request. 

Completing a Termination Request
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3	 Click on the Job Segment link (highlighted by the box), and verify the 
employment dates are correct. 

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.
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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.

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. 

Completing a Termination Request
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7	 Click the Save button to submit the request to PERS, or click the Cancel button to 
exit without saving.

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.

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.

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. 

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. 

1	 Access the Work List screen following the instructions under “Accessing the Work 
List” on page 154.

Completing an Unused Sick Leave Request
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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. 

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. 

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.
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4	 Click the Save button to submit the request to PERS, 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.

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.

1	 Access the Work List screen following the instructions under “Accessing the Work 
List” on page 154.

Completing an Employer Data Verification Request
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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. 

3	 Review any comments in the PERS Comments text box to see what information 
PERS needs from you to complete the employer data verification.

4	 Verify 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).

6	 Type any comments in Comments text box you think will help PERS complete 
the data verification.

7	 Click the Save button to submit the data verification, or click the Cancel button to 
return to the Work List screen. 

Completing an Employer Data Verification Request
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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 
EDX reporting system.

Users other than the Web 
administrator must create 
an account for themselves. 
The Web administrator then 
activates the account.

PERS gives Web adminis-
trators access to EDX. New 
payroll specialists can go 
to the EDX site and open a 
user account for themselves 
by clicking the Open a 
Payroll Specialist Account 
link and completing the 
user profile information.

Odd errors are displayed 
when trying to log in with 
multiple browser windows 
open.

Login information is shared 
across browser windows, 
which can create security 
errors when moving be-
tween windows.

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

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).

Demographics and 
Adjustment Report

A report containing demographic (DTL1) records, posi-
tive and/or negative adjustment records, and retroactive 
payment records.

Detail 1 record See “demographic (DTL1) record.”

Detail 2 record See “wage and service (DTL2) record.”

elected official 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).

Employer Data 
Exchange (EDX) 
system

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.

flagged record 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.

jClarety 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 
record)

A status EDX assigns to records and reports considered 
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 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.

reporting frequency 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.

reporting official Individual an organization identifies as the person 
charged with overseeing the PERS payroll reporting 
process. The individual is responsible for designating the 
Web administrator.

third-party 
administrator (TPA)

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.

un-release 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.

Wage and Contribution 
Report

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. 

wage and service 
record

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, 43–46

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

B
bad format record error,  76

C
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, 156–158
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,  156–158

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,  8–11
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

Index
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employment history, viewing,  134–135. See also data 
verification

employment segments,  150–151
employment status

confirming,  155
disability,  155, 165–166

Empty Report method,  48
error, login,  7
errors

correcting,  76–78
types,  76

Excel
See also downloading: Member’s Year-to-Date 

Report
See also downloading: Wage and Contribution 

Summary
saving records,  94–95
viewing records,  93–94

expired password,  12–13

F
field locked,  34
filename formatting. See formatting: filename
File Upload method,  48
flagged record error,  76
forgotten password,  13, 22, 40
formatting

employer number,  40
filename,  58
password,  13, 22

H
header, editing,  87–88
Hire Intent,  137

I
Inactive Employment Report,  9, 150–151
information

requesting,  13–16
retrieving,  16–18

invoicing,  98

J
job segments

open,  150–151
job segments, open. See also employment segments, 

verifying

L
leave, last day of paid

defined, 155
OPSRP, 167–168
PERS, 169-170

left navigation bar,  8–9
locked

field,  34
password,  7
payroll specialist account,  29

login error,  7
log off,  18
Logoff,  8
log on,  20–22, 42
logon,  6–7
logon problems,  25

M
manual report, creating,  56–57
Messages From PERS,  9

N
Null,  151

O
open job segments,  150–151
OPSRP Last Day of Paid Leave Request,  167–168

P
paid leave,  155
password, forgotten,  13, 22, 40
password, payroll specialist

creating,  40, 44
expired,  12–13
locked,  7
resetting,  29

payment,  99
payroll,  5
payroll specialist

number of,  26
role,  5

payroll specialist account
See also account, payroll specialist
activating,  25–26, 38, 42
creating,  38–42
deactivating,  26–27
resetting,  29
unlocking,  29–30
updating,  27–29, 43–46
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Index

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,  56–57
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

V
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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,  78–79
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






