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Section 3—Payroll Specialist Roles

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 Log in here link (highlighted by the arrow).

EDX Status and Log In Employer Resources

Current EDX status*: Employer Training & Education

_ EDX Class Schedule and Registration
EDX Self-Paced Education

Outreach Presentation Schedule & Registration

Employer Quick Info Help File

EDX is functioning normally. Employer Manual
FAQs
Membership Kit
*EDX status is monitored and updated from 8 a.m. - 5 p.m_, More...
Monday - Friday. EDX online is normally available 6 am. - 6
p.m., Monday - Friday, and 6 a.m. Saturday - 6 a.m. Sunday. Employer Announcements
Sundays are reserved for network maintenance, and EDX #48 Negative Eamings/Prior-Year Invaicing (2/16/09)

availability cannot be guaranteed. ] ; ]
#47 Invalid Social Security Numbers (2/2/09)

Announcement Archives

Click here to report an EDX problem. Actuarial Services

EDX Logon Employer Rates (effective 7-1-09)

Log in here. « more....

EDX Reporting

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

A Welcome to PERS Self-Service! - Microsoft Internet Explorer EIES
Fle Edt View F Taols  Help ‘
Bk - = - (@D | @search (Favorites Peda (F | BN~ S v - 5] 4

Address [€] 4590 tate.or.us! i 2

dialog_id=DState_d4 | @0 ‘L\nks ”‘@ -

Welcome To

P E R Your Online Retirement Resource

Home Login Open Account About Us Contact Us

Welcome to PERS Self-Service!

This e site provides online capabilities to

« Artess your account information

« Perform activities related to your account

» Update your contact infarmation

« Link directly to the PERS weh site to view Member Handbooks, FAQ's, Forms and other information
« View the most recent messages from PERS

Ifyou have guestions not answered on this web site or questions about how to use this weh site, please CONTACT US.
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Entering new personal profile information

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

E ! n - e e " rr B =18 x|
Fle Edt Wew Favorbes Took  Help d
wpsd - = - Q) H | Dsewon [alFavemes Pmesa P SN O F [ gL

Acdnes [] Pt otn6n. o 590 pers. state o s 106 Sell Service) vimhage omporment= giFom 50 x| e | unks | -

Wirkome To

E RS Your Omline Retirement Resource

Cuan Acount

PERS Log In

ee 10 el P e Are you a Payroll Specialist?

I o2 wonaiel lon b open an mccrLnd B paricim payrol actviis for your organizaton, chck th Bk below o e vk

Pazserord Are you a ' Web Administrator?

i e o Vel acimiristealon 1 vou sirsady have 8 user I ard pactwind senl e o trom PERS. Yiou mary kg in el shart weork e

Mot Sure?

[2ea i} ot oo, CEEERLLL, e O by 9 64

Entering new personal profile information

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

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

1 Follow the steps outlined in the previous topic.

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

Agcount Infermation

iksar D
‘Passwonl:

(Fagswiing Hadgijinamsnls]

"Confiem Password:
“First Hame , M | |

Lt Mami: |

“Ernal [

"Confirm Emal: |

“Erngoyer Hurmbers: j
(&.0.. 10000, 70000, 30000

2 In the User ID text box, type a user ID.
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Section 3—Payroll Specialist Roles

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.

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

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

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

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

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

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

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

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

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

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

employer account(s) you want to access.

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

*Employer Numbers: |54qg1 =]
(e.g., 10000,20000,30000)
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Reviewing new personal profile information

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

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

L%t Maiia: l&;pr-

“Ermml: |-1u.|'|.'l B KN CO

"Cordinm Emsl [&ﬂﬂ'-:?fl\ﬂl:u LI

0. 100003

"Employer Humbers: (4061 ;l

Reviewing new personal profile information

1

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

Flease validate the personal information you typed.

Personal Information Summary
User ID: kermd

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

Email: awn.kerighe.com

Employer Numbers & Employer Names

Employer Humber|Employer Name Select/Unselect

01061 FUBLIC EMPLOYEES RETIREMEMNT SYSTEM v
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Section 3—Payroll Specialist Roles

Click the Save Account button to confirm the information, or click the Cancel

button to return to the previous page.

Employer Payroll Account Validation

Plaage validaa T paraanal infomaton you tmed

Personal Information Summary
Usir e Karms
Passwond: ~
st Mame, ME Kerry
Laet Hamc foam

Ermadt frm ki rigipen com

Employer Mumbers & Employer Hames

Emploger Mambers| Empleyar Hame SelectUneslect
01061 PUELIC EMPLOYVEEE RETIREMEMT EVETEM =

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

Employer Payroll Account Confirmation

Account information is saved. Thank you!

log in to the PERS Employer Reporting site.

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

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

account before you can access their information.
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Logging on to EDX for the first time

Logging on to EDX for the first time

1 Log on to EDX following the instructions outlined on pages 6-8.
2 Review the PERS Electronic Transactions Agreement, and then click the I Agree
button.

g PERS Electronic Transacthons Agreement - Microsoft |ﬂlt‘mr£mﬂr€r )
Fle Edk View Favorites Tooks Help i

bk - % - Q[ & Qseach alFaonss Phedn (3] - B [ 1

dudress | €] hitp: ptn050. 24590, pers. stale.cr.us: 106 Self Service [SASt art, doTeventmsalectPricpt x| o6 Lm"|'ﬁ‘;

Welcoms To

P E RS Your Online Retirement Resource

Home | Aot Us Contact Ls

PERS Electronic Transactions Agreement

Accessing or requesting Information or transactions tvough this sie constiules and shall be deemed o be an aoceptance of the following tems and
ACions

The information on this website is not guaranteed 1o be comect or current Ary infarmation presented on this website is subject 1o audit and revision without
notice. Mo statement on this website shall be conslrued to be a legal stalement of Public Employee Retirement System (PERS) policy.

This Agreement i3 applicable whenever you use PERS online senices. The terms of the PERS Electronic Transactions Agreement apply fo all fransactions
performed using PERS onling semces

General Terms

The onling acknowledgments or ather massages that are the result of a fransaction you have entered do nol indicale that the transaction has been
transrnitied nor do they indicale that the transaction has been received, accepled or rejected by PERS. PERS will confirm that the information has baen
ecelved and whether the iransaction has been accepled or rejected

frou are responsible for revigwing the account statements sent 1o you by mail 1o verify the aceuracy of the account infarmation provided in the statement and to
confirm the accuracy of the transactions entered through this site. You are also regponsible for promptly nolifing PERS of any arroneous inaccurate or
rmissing information contained in, or ornitted fror, your statements or ather records on this site You accept full responsibility for this data submitted by you,

[Should emars occur of questions arise while accessing your persanal or business recard o performing transactions, please contact us as soon a3 possible
it thee address of phone number provided in the "Contact s page found on this website,

Governing Laws

[Each button, web link, or hotspot conslitules an agreement between you and PERS that complies with the Uniform Elecironic Transactions AcLORS 84.001
Ery clicking the "I Agree” bution, you acknowledie that vou have read this Agreemeant and accep! all of the terms of this Agreemant

Fyau do not agree 1o the terms contained in this Agreement, please exil this wabsile.

Definitions

Personal Record: The personal infarmation and transactions related 10 an aciive member of benedt reciplent in the retirement system.

Business Recond: Information and transactions related 10 an employver, such as a schoal ar municipality, that has elected o padicipate in the retirerment
system and 10 make confributions on behalf of s emplayaes

I Agree I Disagree
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Section 3—Payroll Specialist Roles

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 from the Welcome to PERS Self-Service screen following the
instructions outlined on pages 6-8.

Click on the Update My Profile link (indicated by the arrow) to display the
Update My Account Profile screen.

Site Navigation

Employer Home

View Your Statement
Work on Reports
View Employee Info

View Year-to-Date Wage and
Contribution Summary

Update My Profile e
Work List

Eligibility Reports

Status Check

Inactive Employment Report

In the 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)
* Lowercase letters (a—z)
e Numeric characters (0-9)

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

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

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

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

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

numbers, only add them.

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

left blank.

Update My Account Profile

as reques addBonal emglopens W owark wilh

" - irnlicabes regquined Thekds.

Update Prafile Farm

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

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

“Last Mame: W

"Email: W

“Corfinm Email: W

&
K

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

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

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

Update My Profile Validation

Please validate the personal information you typed.

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

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

] BEMD METRO PARK & RECREATION DIST =3
o1y BEMND, CITY OF =
S SCCourt | Caroel |
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Section 3—Payroll Specialist Roles

Remove a listed employer from your profile by unchecking the Select/Unselect

check box (indicated by the arrow) next to the employer.

Note: Check marks in grayed-out check boxes cannot be unchecked. Check boxes

become grayed out once you save the account.

Update My Profile Validation

Pleaze validate the personal information you typed.

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

Email ooiggmall com

Please validate the employers you typed,

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

o107 BERID, SITY OF - «

Save AcCount | tmll

Click the Save Account button; the Update My Profile Confirmation screen
appears, stating your updated account information is awaiting activation by the

Web administrator.

Update My Profile Confirmation

administrator.

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