Oregon
Public

Employees
Retirement
System

EDX User Guide

June 1, 2009
Version 9.0






Contents

INTFOAUCTION ... e 1
¥ oY= 1
== T (o 0 11 T 1
070 3T (= 3 | 1
(070 g = Lo g T T o 2
Reference information ... s e n s nnne s 2

Section 1—Employer Data Exchange (EDX) OVerview...........nnnseseseseseseseseens 3
STy (=T T =T [T =T 4 LT 4L 4
L0 =T T 4
EDX user roles: Web administrator and payroll specialist.........cccccrimirssmmiinisssnrinnmnnesss s 5
e Lo [y oY T= L =T o T o T T o =T 5
[0 Yo o [T T e T 0 TR o 0 =1 5 ) G 6
0] o] Lo Y=l Lo L= o= T 8
Changing YOUIr PASSWOI .....cccecuriiiurmmssnrissnssiassssasssssassssssms s snsssssms s s sssssasans sasanssassnssnssnsssssnnsnssnnssssns 11
Logging Off Of EDX.....ccciiiiiiiissnmmmmmnnnriisisssssssssssmmsssssn s s rsssssssssssssmmsss s s s s s snsssssssssmmnsnssssssnsssssssssnnnmnsnnssnses 12

Section 2—Web Administrator Roles.............ccrninncn s 13
Overview of the Web administrator role...........cccceiiimmnissninsnnss s s s s 14
Obtaining a Web administrator aCCOUNt ..o s 14
Logging on to EDX for the first time........cccciiiiiiniirr s s 14
Maintaining employer Web aCCOUNLS ......cccceiiiirmmerinsismss s rssssss s sssssss s s sssssss s s sssss s s nsssssss s enssnnns 17
Overview of aCCOUNT STALUS .......cciiiiiimrrriiirir s s s an e ann e n e s 19
Activating a payroll specialist aCCOUNL .........ccccirrirrmmrrinissrr e 19
Deactivating a payroll specialist aCCOUNL ........cccceriirirmmrriiismr s s 20
Updating a payroll specialiSt aCCOUNT.........coiiiiiiiniisrr i s 21
Resetting a payroll specialist PasSSWOId .........ccccciiiiimmnrinmrrirr s ans 23
Unlocking a payroll specialiSt aCCOUNT .........cccviiiiiriimr s s s 23
Employer contact infOrmation ........ccccciiiimmsiinismsrinisss s s s s s s e 24
Adding contact information ..o ——————————————— 24
Editing contact information..........cceeiiiiiminniss s s ———- 27

June 1, 2009



Contents

Deleting contact iNfOrMatioN.........cccceiiiiimmiiinisr s 29
Section 3—Payroll Specialist ROIES.......... et sasasanas 31
Obtaining a user ID and PASSWOK ........cccccueiiramrisismsiissmsmssnsesssassssssss s ssss s snsssssss s smsssssms s assmsasssnnssssas 32
Creating a payroll specialist aCCOUNL..........coccoiiicimiicsr i 32
Accessing the Employer Payroll Account Creation page ........cccoviiivmrrmnsssmnssmsssssmsssssssssssssssssnns 32
Entering new personal profile information..........ccuccoiiiccmincsnnnnncr s —— 33
Reviewing new personal profile information........ccccuucemmninisrnn s ———— 35
Logging on to EDX for the first time.......ccccciiiiiniiniisrr s s s 37
Updating your account Profile ... s s s s s sssssnnnas 38
Section 4—Creating a Report and Adding Records ............crrnnencnesescssssssssssssenens 41
Process 1—Creating YOUr FEPOIT......uciiirisrriiiissmnrissssmns s nssssns s rsssssss s s sssssss s s ssmn s s snssnmn s s nssssnnn s snnnnns 42
L T T 42
Selecting a reporting Method ... —————— 42
Process flow for Regular REPOIES .......ccuuiemmrmiinsmmmimmnsssssssssssssssssssssss s sssssssssssssssssssssssssssssssmsnees 43
Brief description of the process COMPONENLS .........cccriimriiisnmirsmnr s 43
Working with the Wage and Contribution Reports page .........cccuceericermnnssmnnssnnsssssssss s sssmsssnas 44
Accessing Work on Wage and Contribution Reports........ccccuuremmmmnnssmmmmminnssssssnnsesssssssssssssssssssnnns 46
Creating a Regular RePOrt........coiiiiiimiiiiniiss s s ssms s s s s sas s s s s s mn e mn e nns 46
Creating a Demographics and Adjustment Report.........ccciiiminicminiininss s 48
Creating @ Manual rEPOI........cccuiiiiiiirr i r s n e Ee s s n e e e ann e R e nasannnnnnans 50
L0 T'o] [o =T [T T = T8 4= o T S 51
(070 o) VT 0T I8 LoT QT T IE= T =T o o T o 54
Y F=Ta TVE=1 | VAR=To (o 110 Yol =Y oo o =T oo (o L= 54
Section 5—Submitting @ REPOIt......... e 61
Process 2—Submitting @ rePOrt ... s 62
O T T 62

g 0T =T { [ 62
Brief description of the process COMPONENTS .......cccvcimmrrniinmmrmnnn e ———— 62
L= L= T T R T =T o Lo o 63
0T B =T =T T3] T T =) o Lo T o 64
Viewing report totals........cciiiiiirimrirriir s 64

ii Version 9.0



Contents

Section 6—Editing Reports and Correcting Errors..........rennencncncscseessssnnenens 67
g o Yoo B 00T T T =T 4 o 68
L0 =T T 68
Record validation and error types......ccccuerrrmminmmrimnssssrinssssr s ssss s ssmss s ssmmne s 68
ProCeSSs flOW....iiiieeer it e R R R 69
Brief description of the process COMPONENTS .......ccccvcmmrmniiimmrmnn e ————— 69
Viewing the Reject/Edit REPOIt........ccooiiiiiiiiimiiniirs s smn s s ssms s s mmnn s 70
o T3 0 T =T oo o 71
Adding or editing @ reCOrd........cccciiiiiiimrriiirrr s 72

D 1= =Y ] T N =Y oo o 76
Editing @ report header..... ... s s 79
[ T =1 ] T T =Y o To T o O 80
Viewing record details ........ccccuimrriiiininrinissrs s e 81
Correcting Valid reCOrdS.......cucciiiiiiiiirirr s s rss s s san s s san s e mn e mn e s e e mn e nnas 82
Viewing record details in EXCel......ccuucmimmiiimmmrmnissssrnnsss s s s sssss s sssssssss s ssmmne s 84
Saving record detailS.......cccriirriiiirr i ——————————— 86
Section 7—Receiving Statements ... 89
Process 4—Receiving stalements........ccocciiiiiinmirinnirr s s 90
L0 T T 90
ProCeSSs flOW....ciiieeeriiiisse iR e R R R R 90
Brief description of the process COMPONENTS .......cccvvimmrrniiimmrmnn e ——————— 90
View the Employer Statement or Wage and Contribution Report.........cccccvcmmmnniimmnmnnnsennnnnssnennn 91
Remittance statements........cccccuiiiiimiiiiiir s 92
Viewing the current employer remittance detail ........ccccoocmmmrinimrnnnn e ——— 92
Viewing the Employer Statement HiStory ..o s sssssssssns 93
Details of the Remittance Statement..........ccociinriiinr s —— 93
Viewing the Un-Billed Activity statement........cccccvvmmmmninsmmmmnnsrss s e 95
Details of the Un-Billed Activity statement.........ccccocvieiiinircsnni e 96
Viewing the Wage and Contribution Invoice SUMMarY........ccccciiimmiisnminssmnsssissssses s sssssssssssnns 98
Details of the Wage and Contribution Invoice SUMMArY ... s snnnes 98
Viewing the Wage and Contribution Invoice Detalil .........ccccuiiemmriniimmnnnnsnnissnssss e 100
Details of the Wage and Contribution Invoice Detail.........c.cccciiiominiiminismnninincs e 101
Viewing the Wage and Contribution Report HiStory .......ccccouvmmminiimmnmnnimss s ssssseeees 102

June 1, 2009 iii



Contents

Details of the Wage and Contribution Report Balance Sheet .........ccccocemricnininnncssnnssnsseennnes 103
Section 8—Viewing Wage and Contribution Reports.........ccrereccevereneneserenssssesenens 105
Viewing the Year-to-Date Wage and Contribution Summary .........cccccecinnimmnisnnnnsssmnsssnnsssnnssennnns 106
L Y T 106
AccesSing the SUMMANY .......ciiiiimriiiir s s s e s s s s en s s amnnnenss 106
L= 0T o T Ao LTy o T 107

£ oY & 1] 4T [ 108
Viewing a member’s year-to-date wage and contribution details...........ccoccmriiiiecmmniniisccnnnnisiennn 108
Downloading the Wage and Contribution Summary to EXCel.......ccccciiiimrnimninissmnssssssssnnsessnans 109
Downloading a member’s year-to-date report to EXcel ........cccovivmmiinnicmmmnnnssss s 111
L 1T = T =T o o o 112
Viewing sUMMAry tOtals ........cocvimiriiiimnrniissr s s am s e mm e e e n e 113
Section 9—Viewing Employee INformation ... 115
Viewing employee address details .......ccccuuirmmriniissmmminissnninmss s s ssmns s 116
Viewing transaction NiSTOrY .......cccciiiimmimiiimssrinss s s s e e s 119
Viewing employment RiStOry.......cccimiiinimssinmss s s s s 120
Components of the Employee Employment History Details........ccccccmmmiriiiinisssssssmmseennnnnnesssssssnses 122
Downloading employee information to EXCel........ccccmuimmiimminssmmnssss s s ssssss s ssssessnans 123
Viewing Employee Eligibility Exception Reports.........cccccmmiiimiminiimsnnnsssmss s s ssssssssees 124
Checking a member’s contribution status.......c.cccccimriniminnn e —— 127
Employees with open job SEgMENLS ......cccceeriiirimmrrmiissre s 128
Section 10—Viewing and Completing On-Line FOrms............oonncnnencnceserenceenne 131
L QIS o Y T 132
Accessing the WOrK LiSt ... s s s ssss s s sssss s ssss s s ssmsn s 132
Components Of WOrK LiSt ... sssms s sssss s s s ssms s s sms snssmns s 132
Correcting a demographic record already posted.........ccccuirimmmmninsmmmmnn e ——— 134
Completing the salary certification ...........cccuceiiiininrs e ————— 136
LT 1 E= T o T =T 1o [0 T o 139
Completing the Disability Employment Status Request .........cccccvcmmmnnniemmmmnnmssnnnsssssssssenens 142
Completing the OPSRP Last Day of Paid Leave Request ..........ccccunimminsmninsmsmnnmssnsssssssssnssesnnns 144
Completing the PERS Last Day of Paid Leave ReqUESt .........cccceceriiimminsmnnnsss s s ssseenns 145
Completing the Termination RequUest..........cccciimmmninmmmnr s s 147

Version 9.0



Contents

Completing the Unused Sick Leave Request ..........cococriimiinimnnsniin s s s sssmsnns 149
Verifying employment SEgMENLS ......cccccuiiiiiimnriinimnr s nssss s s s s e 150
Appendix—TroubleShOoting.......... e asaenes 153
Tables of common problems and SOIULIONS ........cccceiiiiimrrini s 153
L [oT=T=7- T o VPR 157
g Lo (= T 161

June 1, 2009 \"








