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EDX is an internet-based system used by
PERS employers to report:

+ Employee information and status changes.
+ Employee wages, hours and contributions.
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Web Administrator:

Each PERS employer MUST have a Web Administrator. Employers choose their Web Administrator, but
PERS must designate that person through EDX as the employer’s Web Administrator.

The Web Administrator controls the employer’s Employer Reporting accounts which are held by the
employer’s Payroll Specialists. An employer can have up to 15 Employer Reporting accounts, but only
one Web Administrator. The Web Administrator can activate or deactivate Employer Reporting accounts,
change Employer Reporting account passwords, and change Employer Reporting account profiles.

The Web Administrator also controls entries on the organization EDX “Contacts” page. Entries on this

page include the Reporting Official, an individual responsible for organization financial and executive
decisions.

Payroll Specialist:

Payroll Specialists do most of the PERS reporting for the employer. Payroll Specialists usually set up
reports, add, edit and delete records, and release reports to process. If records in the reports suspend due

to processing errors, Payroll Specialists are usually the personnel who reaseach and correct those errors,
such that records and reports will post.

PERS recommends that employers separate the Web Administrator and Payroll Specialist functions.
However, employers with small staff may have only a Web Administrator. In that case, the Web
Administrator can do all the PERS reporting tasks which Payroll Specialists would normally do.

Only the Web Administrator and Payroll Specialists have access to EDX to read and write data,

50 never share your login or password.
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The employer’s staff member chosen as Web Administrator must complete the “Web
Administrator Agreement” form, found through the “Employer Forms” link on the PERS
employer web page, www.oregon.gov/pers/emp/pages/index.aspx

The form is in .pdf format so much of the information can be entered online, but the
form has to be printed when completed because it must be signed by the newly
appointed Web Administrator and counter-signed by a manager or supervisor (usually
the employer Reporting Official).

The completed form can then be mailed, e-mailed or FAXd (503-603-7626) to the
employer’s ESC (Employer Service Center) Account Team representative. Upon receipt

of the form, PERS will set up a Web Administrator login and temporary password for the
new Web Administrator and e-mail that information.

If a Payroll Specialist leaves
employment...

The first thing the employer’s Web Administrator must do is inactivate the vacated
Employer Reporting account. This must be done quickly to prevent any possible
compromise of organization data security.
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Create your report.

Add records to your report.

Release your report.

Correct suspended records.

—
I

Invoice amounts move from the
“unbilled activity” area to the
employer’s online statement on

Corrected

post and generate invoice
amounts.

records will

statement dates. Statement dates
are the 5th and the 20th of each
month.

Invoice amounts accumulate
in the “unbilled activity” area
of the employer online
statement.

Advance >




Notes
	

	

	

	

	

	

	

	


Slide 7 - Slide 7
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Wage and Contribution (aka Regular) report:

Wage and Contribution reports are better known as Regular reports.

Regular reports are submitted only on specific dates, either chosen by or
assigned to employers and based on the employer’s paydate frequency.

DTLI (Member Demographics) records with any status code and DTL2 (Wage and
Service) records with any wage code cari be entered in Regular reports.

Please Note: To avoid suspending records unnecessarily, please DO NOT put
DTLI1 records in regular reports. Please submit DTL1 records only in
Demographics and Adjustment reports.

Demographics and Adjustment report:

Demographics and Adjustment reports are submitted on any date except the
employer’s Regular report dates.

DTLI (Member Demographics) records with any status code can be entered in
Demographics and Adjustment reports.

DTL2 wage codes 8, 7 and 1 CANNOT be used with DTL2 records in Demographic

and Adjustment reports. DTL2 wage codes 4, 5, 6, 14, 16 and 02 CAN be used
with DLT2 records in Demographic and Adjusfment reports.
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Each employer chooses or is assigned a Regular report schedule, which most closely matches their
pay date frequency. There are four choices available:

1. Monthly: Regular reports are due the last day of the month.
2. Semi-Monthly: Regular reports are due the 15th and the last day of the month.
3) Bi-Weekly: Regular reports are due every other Friday.

4) Weekly: Regular reports are due every Friday.

Regular reports are due on the assigned date(s), including weekends and holidays, but employers have
a three business day “grace” period in which to release regular reports and have them considered
submitted “on time.” Example: A monthly reporter has a regular report date on a Saturday and the
following Monday is a holiday. If the employer releases the report for processing on Tuesday,
Wednesday or Thursday following the Monday holiday, it will be considered submitted “on fime”.

Employers can change their reporting schedule if necessary. An employer wishing to change their
regular reporting schedule should contact their ESC Account Team representative before changing
regular report dates. All reports must be posted prior to a change in the employer’s report schedule.
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Each Regular report contains wage, hour and contribution data for all pay
dates between the last Regular report and the upcoming Regular report.

Here’s an example featuring an employer who is a semi-monthly reporter, with
Regular reports due on the 15th and the last day of each month:

Ist
Regular pay date: 6th T Rl ot iclidds )
t report includes all wage, hour
Supplemental pay date: 10th | g, a1 contribution data for pay dates on the
2nd supplemental pay date: 13th s G

15th
Regular pay date: 17th This Regular report includes all wage, hour
Supplemental pay date: 19th and contribution data for pay dates on the
2nd supplemental pay date: 25th 17th, 19th and 25th.
31st

Advance >
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Data records can be entered into reports using either the file upload, copy
forward or empty report method.

Once you've made the three required data entries, click “Next”. If you've P/"/)vousnt
entered everything correctly, you'll receive a confirmation page. On that

page is a link to return to the “Work on Wage and Contribution Reports’
page. You’ve now completed the first part of a three-part process by
which records are posted through EDX: 1. Create the report, 2. Add
records to the report. and 3. Release the report for processing.
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Continue | [ Advance >
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[image: image16.jpg]Adding records to reports.

1) File upload: 1f you have an automated payroll system, bought from a third-party provider or
built “in-house™ by your Information Technology (IT) staff, it's probably been modified to generate a

“ dat” file for reporting PERS data. A dat file is an “ASCII” text file, and while all .dat files are
different, they all have three commion features: The name format for the file, a “Header” record and a
“Footer” record.

The name format for .dat files is: Onnnn.mmddyyyy.dat where nnnn is your four-digit PERS
employer number and mmddyyyy is the report date for which the .dat file is being constructed. (Ex:
04444.01312013.dat).

The “header” record is always the first record in any .dat file. The header record has spaces for
entry of a report date, and that date must match the date in the .dat file name or the file will not process.

The “footer” record is always the last record in any .dat file. The footer record has a record count

which is the total number of data records in the file, excluding the header and footer. (Ex: In a .dat file
of 1000 total records, the footer record count would be 998, excluding the header and footer).

2) Copy Forward: This method of adding records to reports might be used by employers with
a large number of employees, but have no automated payroll system with dat file capability.

Copy Forward will copy the records in your last 100% posted report into the new report, changing the
pay date in the records to the current report date.

3) Empty report: A report is constructed and records are added manually, one at a time.
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The following steps are used to add records one at a time to an empty report. These steps may also be used fo add,
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And now, a suggested best business practice

Including an employee’s DTL1 new hire record in a regular report with their
first DTL2 records may cause those records to suspend or go into “valid” status
It will take at least one or two batch processing cycles to correct and post the
records. So, to avoid those errors completely, PERS suggests including DTL1
records ONLY in Demographics and Adjustment reports and submitting
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After all records have been added to the report, the last step is to release the
report to process. When you click the “Release” link under the
“Release/Un-Release” heading, the “Un-Release” link will appear. If you
see the “Un-Release” link, you’ll know the report has been released for
processing.

You have only two actions available: Release the report to process, or
Un-Release the report which will prevent the report from processing. The
link you see under the “Release/Un-Release” heading is your next available
action; if a report has been released to process, your only possible action
would be to un-release the report, which would prevent processing.

You can create a new Wage and Conirbution report by cic

g the “Create a liew Reportink at the top of the page.

T page dispiays Posted and Unposted report ave been added to the system. Unposted repors consist of hose reports that .
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PERS Job Class Code, Average Overtime Hours code and Contract No.
of Months are included with any DTL1 new hire records (status codes 1
or 15) and with any job class change done by DTL? record.

The most frequently used job class codes are:
01-General Service.

02-Police and Fire.

09-School Employee.

The “Contract No. of Months™ field remains 00 for all job class codes
EXCEPT Job Class 09, School Employee. If you are an education
employer, EVERYBODY working for, you regardless of duties, is Job
Class 09 and the “Contract No. of Months” field is non-zero.

Status code and status date tell PERS
about any change in the employee’s
status with you, the employer (ex:
hired terminated, gone on leave,
returned from leave), and the date the
change in status becomes effective.
The most frequently used status codes
are:

01- New hire,
02- Termination.

00- No change in status.
15- Non-Qualifying hire.

00 would be used if there were no
change in the employee’s status with
the employer, but something about the

employee changed (ex: name change
due to marrfage or divorce, or an

address change).
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Employer Site Distibution Code

The “Contract No. of Months™
choices for use ONLY with Job Class
9 are: 9, 10, 11 and 12; 00 IS NOT
used with Job Class 9. “Contract
No. of Months™ does two things
'when used with Job Class 9: 1) Tells
PERS how many months in any year
the employee is expected to work,
and 2) Determines accrual of School
Employee retirement credit.

Hon PERS Data emo |
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The Average Overtime Hours entry affects only OPSRP members, but must also be entered when hiring
Ch. 238 Tier One/Tier Two members just to get the DTL new hire record to post.

This entry does not limit the overtime paid to any member in any calendar year of employment, but when
an OPSRP member retires, this entry can be very important, because it limits the overtime salary than can
be part of the Final Average Salary (FAS) calculation.

Final Average Salary is major part of the formula used to determine the OPSRP member’s retirement
benefit. FAS is the greater of: 1) The total of the high three concurrent years of salary during the OPSRP
member’s PERS career, or 2) The last 36 months of salary paid just prior to retirement.

So, how can you decide what number to choose from the drop-down menu for this field? Ask
youself this question: “On an average how many hours of overtime would an employee in this
position be expected to accrue per calendar year in their job with me, the employer?” The answer to
this question could be 0 hours if applied to teachers or classroom assistants, but could be in the hundreds
of hours if applied to police officers or firefighters. The same code should be used for all employees in a
specific type of position, such as teacher, police officer, firefighter, etc.

Fomta Code:

Date Of Birt: (MM/DDYYYY)

Gender v

PERS Job Class Code:

Average Overtime Hours

Unused Sick Leave Hours.

Contracto. of Wonths [00 |

Employer Site Distibution Code

Hon PERS Data emo
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[image: image26.jpg]Detail 2 - Wage and Service:

ssi:

First Name:

IDTL2 records are used to
ireport wage, hour and contribution
information for employees, and

Lt Ao should be the only record type
Pay Date: (MIDDYYYY) submitted in Regular reports. DTL2

records with adjustment codes are used
o change previously posted wage, hour
and contribution information.

| Adjustment codes are used in place of
Hours Worked: (Overtime) positive and negative numbers in EDX.

Reported Vage Code:

If you are a “local government” employer, you must report salary, and the time period compensated, for your
OPSRP and Tier Two members. You may also report salary in this manner for your Tier One employees, just to
make reporting uniform and more easily done. The Work Period Begin Date and Work Period End Date fields are
used to tell PERS the time period compensated.

Organizations considered “local government” employers can generally be identified by their PERS employer
aumbers, in the 2000-2879 range. “Local government” status can be absolutely confirmed by reference to
Oregon Revised Statute (ORS) 174.116. This statute is a list of organizations identified as “local government;
if your organization s in that list, then you must report salary, and the time period compensated, using the Work
Period Begin/End fields to report the time period compensated.
s
Employer Pid Pre.Tox Contributon (PPT)

Optional Employer IAP Percentage 0% |

‘Optional Employer IAP Contribution

PERS Job Class Code

Average Overtime Hours ]

Employer Site Distribution Code Advance >

on PERS Data Memo
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[image: image27.jpg]Using Work Period Begin Date: and Work Period
End Date: fields to report salary.

If you are a “local government” employer whose pay period dates are within a single month (pay period
begin, pay period end and pay date), or your pay periods have pay period begin/end dates in one month
with a pay date in the following month, you can use a single DTL2 record to report wage, hour and
contribution data for all employees.

However, if your pay period begin and pay period end dates cross monthly boundaries (pay period
begins in one month, ends in the next month with a pay date in that next month), then you must use
TWO DTL2 records to report wage, hour and contribution data for all employees in that pay
period, because Work Period Begin and Work Period End dates WON’T CROSS MONTH
BOUNDARIES.

Here’s an example: This PERS employer has a pay period which began August 25, 2008, ended
September 3, 2008 with a pay date of September 12, 2008, and is reporting an employee who made
§1500.00 for the two-week period and worked 80 hours.

First DTL2 record: Second DTL2 record:

‘Work period begin date: 08/25/2008 ‘Work period begin date: 09/01/2008
‘Work period end date: 08/31/2008 ‘Work period end date: 09/05/2008
Regular hours: 40 Regular hours: 40

Subject salary: $750.00 Subject salary: $750.00

Gross salary $750.00 Gross salary $750.00

Contributions: $45.00 Contributions: $45.00

Pay date: 09/12/2008 Pay date: 09/12/2008

You may pro-rate wages hours and contributions between the two records in any way you wish, but all
wages, hours and contributions for the entire pay period must be covered by the two records.
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ssi:

First Name:

Last Name:

Pay Date: (MMDDIYYYY)

Work Period Begin Date: (MMDDIYYYY)

Work Period End Date: (MMDDIYYYY)

Hours Worked: (Regular)

Hours Worked: (Overtime)

All wage code: ted in the Appendix of the
online User Guide, available through the PERS
employes web page. The mostfrequently used codes

O1Regular ‘Wages: Used to report wages for
employees in “active service” positions.
02/Regular/Non-qualifying: Used to report wages for
employees in “non-qualifying positions.
07/Refired/No Contributions: Used to report wages
for retirees returning to work part-time as retirees.

Reported Viage Code:

‘Subject Salary, Regular

Subject Salary, Overtime

Hon-Subject Salary

Lump-sum Payoff

Lump-sum Vacation Payoff

“Gross Salary” is the sum of all other salary types
on the DTL? record, EDX will not enter gross
salary, but will check to make sure your entry is
correct. Incorrect calculation of “Gross Salary” is
the leading cause of suspendsd DTL2 secords.

Gross Salary.

‘Member Paid After-Tax Contribution (MPAT)

Member Paid Pre-Tax Contribution (MPPT)

Uit Contribution

Employer Paid Pre-Tax Contribution (EPPT)

Optional Employer IAP Percentage 0% V|

‘Optional Employer IAP Contribution

Contributions are 6% of total subject salary, no
more and no less. The method of contribution for
all an employer’s employees, or for separate classes
of employees, is usually determined by agreements
between employees and the employer. Following a
change in the method of contributon for all
employees, or a specific class of employees, the
employer notifies PERS by FAXing or mailing a
copy of the document declaring the agreed-upon

PERS Job Class Code

Average Overtime Hours

Employer Site Distribution Code.

method. PERS must be contacted prior to reporting
contributions made by a new method. Your ESC
Account Team representative can provide a sample
i i cument.

lon PERS Data Mem: T

Sove
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[image: image29.jpg]Ch 238 Tier1/Tier2 and OPSRP Pension Program Payment Categories

This chart is provided to assist employers in identifying types of payments that are considered subject salary for Ch.238 Tier1/Tier2 and OPSRP
n program members. Subject salary is used to determine member IAP account contributions, employer contributions and, with some

Pen:

exceptions, to determine the “final average salary" (FAS) factor used in Tier1/Tier2 benefit and OPSRP Pension benefit calculations. This chartis
a guide and is NOT ALLINCLUSIVE
Chapter 238
o 0PSRP Pension Program
Description TieriMierz | members (ORS 236 |Report tis payment nthe foloving
members ( ) [EDX DTL2 record field:
(Prease determine whether the payment fits a general [ This type of _
Payment Type: e e tpe or | s type of paymentis
[A lump-sum payoff of compensatory time
Accrued |Compensatory time is paid leave accrued for unpaid —_— p— —

compensatory time

time worked above and beyond an employee's regular
hours

Accrued sick leave

|A lump-sum payof of accrued sick leave

Non-subject

Non-subject

Non.-Subject Salary

Accrued vacation

|A lump-sum payoff of accrued vacation leave

i includes any portion of accrued personal time off Subject Non-subject Lump-Sum Vacation Payoff
leave

(PTO) the employer identifies as vacation leave
Accrued paid leave |A lump-sum payoff of any paid leave other than Subject Non-subject Lump.sum Payoff

(other)

accrued comp time. sick leave. or vacation leave

Advance against
future wages

This chart is
pages of the
Allg i
tax] 0 @ member’

of payments.

Compensation for work not yet performed

found through the
chart, which is used to determine the *

This chart would be the place to start

type of payment.

ATowanCes CIaed T TEXaDs heome ~ meaes

’s IAP account based on the program m

Non-subject

‘mployer Tools™ link on the PER
subject” status

for answers to

Non-subject

questions about the

S Employer web page. This is the first of six
(is this payment “subject” to 6% contribution
embership, Tier One/Tier Two or OPSRP?) of many types

Non.-Subject Salary

“subject” status of any

Subject Salary, Regular
Advance >

Allowance, taxable |remuneration in the form of lving quarters. lodging Subject Subject
board. o other items of value
anmiifios: Payments to a tax sheltered or deferred annuity Subject Subject

G O O S S,

Subject Salary, Regular




Notes
	

	

	

	

	

	

	

	


Slide 30 - Slide 30

[image: image30.jpg]ssi:

First Name:

Last Name:

Pay Date: (MMDDYYYY)

Work Period Begin Date: (MMIDDIYYYY)

Work Period End Date: (MMDDIYYYY)

NOTE: DO NOT enter Job Class data UNLESS you are
changing a member’s job class.

‘A member’s job class can be changed through a DTL2 record.

If a member’s job class changes during a pay period, TWO
DTL2 records for that pay period would be required. The
first would have the pay period begin date as the Work Period
Begin Date and the date just before the job class change as the
‘Work Period End Date and the job class entries would be
blank. The second DTL2 record would have the effective of
date the job class change as the Work Period Begin date, the
pay period end date as the Work Period End Date and the new
Job Class and Average Overtime Hours would be entered.

The “Units™ program is available ONLY fo
Tier One/Tier Two members actively
employed in Police & Fire (Job Class 2)
positions. This field should NEVER be
filled when reporting OPSRP members in
any job class, or Tier One/Tier Two
'members in any Job Class other than Job
Class 2.

[

Member Paid Pre-Tax Contribution (MPPT)

Uit Contribution

Employer Paid Pre-Tax Contribution (EPPT)

Optional Employer IAP Percentage 0% V|

optional Empioyer P Contribution

PERS Job Class Code

Average Overtime Hours ]

Employer Site Distribution Code.

on PERS Data Memo

Employers may elect to offer their employees
the Optional Employer IAP account. If the
employer elects to offer this option to their
employees, a second IAP account will be
established ONLY for members employed by
this employer. The employer will provide the
contributions to this account, between 1% and
6% of the member total subject salary. These
fields SHOULD NOT be filled UNLESS the
employer has elected to provide an Optional

Save

[Employer IAP account for their employees.

Advance >
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[image: image31.jpg]Correcting posted DTL2 records.

There are NO positive or negative numbers used in EDX, only positive or negative adjustment codes.
Suspended records are editied to make corrections so the record will post, but once the record posts it can no
longer be edited. The only way to change a posted DTL2 record is by use of another DTL2 record, with an
adjustment code. These are the positive and negative adjustment codes, also found in the appendix of the
online EDX User guide:

05-Positive adjustment (for wage codes 01 and 04).
02-Positive adjustment (for wage code 02).

06-Negative adjustment (for wage codes 01, 08, 04 and 05).
14-Negative adjustment (for wage codes 07 and 02).
16-Negative adjustment (for wage code 11, USERRA wages).

When using adjustment codes to change posted DTL2 records:

DONT submit the adjustment record unless the original DTL2 has already posted.

DO include in the adjustment record any Work Period Begin/End dates used in the previously posted

record.

DO include in the adjustment record the paydate and individual’s Social Security number used in the
previously posted record.

DO negative adjustments before positive adjustments, and wait for each adjustment to post, before

submit;i;g the next adjustment if you’re doing multiple adjustments to a single previously posted
DTL2 record.

Positive adjustments are a one-step process, adding the positive differences between what was previously
posted and what should have been posted.

Negative adjustements are a two-step process, 1) First removing, or “backing out”, the previously posted
incorrect information, and then 2) Re-entering the correct, but reduced, amounts using a positive adjustment code.
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[image: image32.jpg]Correcting Demographic Correction Request (DCR)
posted DTL1

records:

Employers are able to change membername, address and, if necessary,

‘member Social Secuity number. Employers camnot change posted

‘employment histery. Changes in posted employment history must be

made by Employer Service Center (ESC) account representatives, and are

requested through the online Demographic Correction Request (DCR).

The are two paths to the DCR format:

1) Through the “View Employee Info” link in the Site Nav.area of
any EDX page, or

View Employee Information ___ 2) Through the “Work List" link in the Site Nav. area of any EDX page.

Employee Employment History Detals

= e
for the position history
tobe changed and the
DCR change format

appears
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[image: image33.jpg]1Correcting posted DTL1

reocrds: F

Work List

Demographic Correction Request DCR)
Employersare able to change membername, address
and, if necessary, member Social Security number.
Employers cannot change posted employment history.
Changes in posted employment history must be made by
Employer Service Center (ESC) account representatives,
and are requested through the online Demographic
Correction Request (DCR). The are two paths to the
DCR format:

1) Through the “View Employee Info” link in the Site
Nav. area of any EDX page, or

2) Through the “Work List” link in the Site Nav.
area of any EDX page.

nfomaion e

o Yo Worittems astoris agncy

el 31t iy r hchPERS s ecuestog formaon, he otk Tie
omaten

5o mote st woting ity itk Demographic Correction Request

_ Rl > )

caohic Conecon Request

Leammore boutwortinguih

= em \ Click the radio button for
the posiion history to be
‘ . changed and the DCR.
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1. Click the Position Historv to be changed 2. Enter changes,
Position vpe could change exch caledar year e to ol senvice

prer— e in tha clendar yea, bt
00042007  T© Hire Intent fora job segment will not ch
‘employer, change it by terminating and reiving into a job segment
€ Remove TermEnd with different hire intent, or ask PERS to change hire intent for the
job segment by specifying the new ‘Hive intent.
= . So. changing Position Tvpe for anv given vear
Last Day Senvice From  To WILL NOT change Hire Inient,

JobClassFromSchool ¢ ] Start Date
Employee i

i Start Date
New Position Type < L - P |

Term/End Date From © To
Date

Average OT Hours <
Contract No. of Honths < B
3. Add comments. Ifyou'verequested 4. Click “Save” (not pictured) when you've complete the
a Contrbution Start Date (CSD) or DCR form. This wll route the formto your ESC Account
= Position Type change and contributions Teamrepresentative, who will maketherequested changes
Unused Sick are affectedplease confimthe or amange to have themmade. When the requested changes
contributiontype (MPPT, MPAT or are complete, the DCR. workflow will be closed andthe
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[image: image35.jpg]Situations you’ll encounter.

Here are two situations you're likely to encounter repeatedly in your PERS reporting duties:

Hire and Termination.

Begin and end a Leave without Pay (LWOP).

A useful concept in these and other scenarios is the “31 day” rule. The 31 day rule allows you to
submit DTL2 records using active service wage codes within a 31 day period after a member’s
status change. Example: You terminated an employee effective August 30, 2013. On September
27, you discover you forgot to submit a DTL2 record for a supplemental pay date for this member
prior to separation. Since you are within 31 days of the August 30 termination date you can submit
a DTL2 record for that paydate using active service wage codes. just like the individual was still
actively employed.
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[image: image36.jpg]Hire and Termination

Example: A PERS member takes unpaid leave with PERS Employer “A” beginning August
11, 2008 and resigns effective August 14, 2008. This member is then hired into a full-time
job with PERS Employer “B” effective September 10, 2008. Each employer pays monthly
on the last dayof the month and each position pays $2000.00/month.

Employer “A” DTLI: Employer “A” DTL2:
Status Code 02/Termination Pay Date: 08/31/2008
Status Date: 08/14/2008 Hours worked (regular): 48
Last Day Service: 08/10/2008 Subject salary: $643.16

Gross salary: $645.16
Contributions: $18.71

Employer “B” DTL2:

Status Code: 01/New Hire Pay Date: 09/30/2008

Status Date: 09/10/2008 Hours worked (regular): 120
PERS Job Class Code: 01-General Service Subject salary: $1333.33
Average Overtime Hours: 100 Gross Salary: $1333.33

Contributions: $80.00

The Termination Status Date is the date the “employer-employee” relationship ceases to exist (i.c., the individual is
separated from employment). The “Last Day Service” is the last day the individual is either on paid leave or on the
job. These dates may be the same, or Last Day Service may preceed the Termination Status Date, but Last Day
Service can NEVER be after the Termination Status Date. If you are reporting for a “local government”
employer, then DTL2 Work Period Begin/End Dates CANNOT be after the DTL1 Last Day Service date.

Advance >
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[image: image37.jpg]Begin and end a Leave without Pay (LWOP).

No retirement credit or IAP account contributions will be granted for periods of leave without
pay. If you have an employee who has started a leave of absence without pay, but you're still paying
out accrued leave as wages, hours and contributions on DTL2 records, then DON’T put the
individual on LWOP status with PERS until all leave has been paid out.

If all periods of LWOP in a given calendar month total 11 or more business days in that month,
then each period of LWOP must be reported separately. Only wage codes 06 (negative
adjustment), 14 (Negative Adjustment/No Contributions) and 08 (Contributions/No Service) can be
used for member DTL2 records during periods of leave without pay.

Example: You have an employee who begins an unpaid leave of absence on September 12, 2008.
However, you've agreed to pay out the employee’s accumulated leave, as regular hours, subject
salary and contributions, until the leave is paid out. Forty hours of accumulated leave, through
Friday, September 19, is paid out with records submitted in your bi-weekly Regular report for
Friday, September 26, 2008. The individual returns from the unpaid leave of absence and resumes
their job duties on November 10, 2008. The individual’s salary is $2000.00/month.

When LWOP begins, submit: When LWOP ends, submit:
DTL1: 07/On Leave of Absence DTL1: 08/Return from leave
Status Date: 09/22/2008 Status Date: 11/10/2008

DTL2 (in 09/26 regular report): DTL2: (in 11/14 regular report):
Regular hours: 120 Regular hours: 40

Subject salary: $1000.00 Subject salary: $333.35

Gross salary: $1000.00 Gross salary: $333.35

Contributions: $60.00 Contributions: $20.00
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[image: image38.jpg]EDX Basic Concepts exercises:

Problem #1) Adding a new employee.

Problem #2) Reporting wages, hours and contributions.
Problem #3) Positive adjustment.

Problem #4) Negative adjustment.

Now let’s put our knowledge of EDX basic
concepts into practice with a few problems.
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[image: image39.jpg]Problem #1
Adding a new employee.

Mr. Frank N. Stein is a new hire with your PERS-participating organization and has no
previous PERS membership history. As a full-time employee, Frank is in a qualifying
position, and will become an OPSRP member.

Here’s Frank’s demographic and job information:

SSN: 112233445
Hire Date: October 3, 2012

Date of Birth: July 14, 1958

Address: 1122 Boogie Ave, Portland, Or. 97216
Job Class: 01

Average Overtime Hours: 100

The Assignment:

Create a Demographics and Adjustment report and add a DTLI record to establish Frank
on the EDX system.
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Ifyou wish to create a new Wage and Contribution report, enter the correct report date and choose 3 method for populating your report

o 2003 NewReport
« Leam more about

Report Creation Form

Report Date (MDD

Report Type : [Demographics and Adjustment v

Please choose a method for populating your report
O Iwould like to uplosd 3 payrollfle to

O 1 would like B records from the most current posted report o this report.

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

Create a New Retirement Detail Report
This page allows you to enter the parameters and select the metrod by which you wish to create
Onhis page, you may.
» Enterthe Report Parameters
« Leam Hore About Creating 3 Retirement Detail Report
User Instructions
To create a report:

1. Enter the report date for the report using a MIWDDYYYY format.
2 Selectthe radio button nextto the method by which you wish to populate the report
3.Clickthe “Next” bution to proceed.

Population Methods

3) The “Report Creation Form”
appears.

Three items of informtion are required
on this form: 1) Report Date:, 2)
Report Type:, and 3) How records will
be entered info the report.

Report Date and Report Type are
dependent: Demographics and

| Adjustment reports can use any date
except the organization’s Regular
report date(s).

We’ll create an empty report and add
our DTL1 record.

Click “Next” when all three items of
information have been entered. If
everything was entered in the correct
format, a confirmation screen will
appear. On the confirmation screen
click the link to return to the “Work on
Wage and Contribution Reports” page.
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[image: image44.jpg]Working with : Acme School District, 09999

Add/Edit Member Records

Working With SSN: 112233445

Choose the type of record to create from the list below, then click Add New Record.

Add New Record

Updste y Profie
® Detail 1 - Member Demographics.

O Detail 2 - Wage and Service.

Add New Record

ork with Con

Admin
Work List KA cickto retum to the Eit Retrement Detail Reports page

Request nformation

6) The default is DTLI; click “Add New Record” and the DTLI record
format appears.





Notes
	

	

	

	

	

	

	

	


Slide 45 - Slide 45

[image: image45.jpg]Detail 1- [ ——

| ¥

oo s Problem #1

Last Dy Semice Gmwmom [ 5

P — Solution

stiame

[ T— This is the complete DTL1

Name Change Indicstor: [¥_| record which will enter

e Frank into EDX.

L —

e

State: | OREGON |
-1
Zo2[ ]
L —
o 9
Fosa Cose: ]
oste o1 Bt oYY

Gender: [z V]

PERS Job Class Code: [01 - Ganaral Sarvies )

e P

Unused ik Lesve Hours [

Contrsat o of onths 00 V]

Employer Site Distrbution Code

[ —
Advance >





Notes
	

	

	

	

	

	

	

	


Slide 46 - Slide 46

[image: image46.jpg]Problem #2
Reporting wages, hours and contributions.

Frank completes his waiting time on April 30, 2013 and establishes OPSRP membership on
May 1,2013. Frank is in a qualifying (active service) position, so this will be your first
Regular report which includes IAP account contributions for Frank. Here’s the information
which needs to be entered:

Pay date: May 15, 2013.
Hours worked: 100

Salary: $1000.00

MPPT contributions: $60.00

The Assignment:
Set up a Regular report and enter a DTL2 wage code 01 record using the problem information

(a Regular report is required since DTL2 wage code 01 records can’t be used in Demographics
and Adjustment reports).
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Problem #2
Solution

This is the completed DTL2 record
format.





Notes
	

	

	

	

	

	

	

	


Slide 53 - Slide 53

[image: image53.jpg]T stsus o s e s = Added

T
stiame
—
Y |
e

Hours Worked: (Overtme)

Reports isge Coce: (01~ Reguir wages
Subjet Salry. Regular
st s, Ovrtine

HorSubject s
Lump-sum Payot
Lump-sum Vaction Payort
ross Saary
ember P e Tax Contrbuion (WPAT
Member Pid Pe-Tax Contribuion (4PPT)
UnitContribution

Problem #3
Positive adjustment.

Soon after you've posted Franks’ first
DTL2-01 record, you’re informed that
incorrect data was supplied by the payroll
department. The posted record (pictured at
the leff) must now be corrected, which will
require an adjustment record since posted
records can’t be edited.

Here’s what should have been reported:
120 regular hours.
2 hours overtime.

$1.200 salary.
$30.00 overtime pay.

Employer P PeTox Cotrbuion (E7PT)
ptions! Employr ¢ Persentge [3% |

optional Employer P Contrbution [ ]

PERS Job Clsss Code

$200.00 lump-sum vacation pay.

The assignment:

i
Employer Ste Distrbution Code [ ]
e —]

Advance >

Create a Demographics and Adjustment
report and add a DTL2 adjustment record.

Remember: For a positive adjustment,
only the positive differences for the
corrected values need to be entered.
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[image: image54.jpg]Problem #3 Solution.

Here are the solution steps:

1) Begin by clicking the “Work on Reports” tab in the Site Navigation area of any EDX page.

2) On the “Work on Wage and Contribution Reports” page, click the “Create a New Report” link.

3) On the “Create a New Report” page enter the required data: Report Type: Demographics and
Adjustment, Report Date: Any date except your organization Regular report date(s). and Empty Report
method for entering the required DTL2 adjustment record. Click “Next” when done, and if all data has
been entered in the correct format, you'll receive a confirmation screen with a link to return to the “Work
on Wage and Contribution Reports” page.

4) Once back on the “Work on Wage and Contribution Reports” page, find the just-created
Demographics and Adjustment report. The report will be in “Added” status under the “Unposted
Demographics and Adjustment Reports™ heading.

5) Click the “edit” link for the “Added” report. On the “Edit Retirement Detail Reports” page, scroll
down to Option 3, Add or Edit Record. Enter Frank’s Social Security number and click “Add or Edit
Record”

6) On the page that appears, choose DTL2-Wage and Service and click “Add New Record”

7) Complete the DTL2 adjustment record.
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Problem #3
Solution

1) The most basic pieces of
information for any adjustment record
are the member’s Social Security
number and the original record
paydate. This will allow EDX to
“find” the record to be corrected.

2) The wage code changes to
05-Positive Adjustment. Remember
there are no positive or negative
numbers in EDX. only positive or
negative adjustment codes.

3) This is a positive adjustment, so
only the positive differences
between the original and corrected
information need to be added.

4) Our corrected contributions are not
6% of gross salary. Instead, the
corrected contributions are 6% of
total subject salary, $230.00. Gross
salary of $430 cannot be used as the
basis for corrected contributions,
because the $200 Lump-sum
Vacation Payoff (LSVP) is NOT
considered subject salary for
OPSRP members.
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Problem #4
Negative
adjustment.

The record pictured here was posted
during Frank’s 6-month waiting time.
The record was entered in error and
must now be removed.

A negative adjustment is a two-step
process: 1) Create a “mirror image”
of the original record to remove all
the original data from the EDX
database, then 2) Re-enter the
reduced, corrected information using
a positive adjustment record.

In this case, no data re-entry will be

required since the original record
should not have been submited.

The Assignment:

Create a Demographics and
Adjustment report and add a DTL2

i e [
versge Overtime Hours [ 9|
L |

- - -

negative adjustment record.
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[image: image57.jpg]Problem #4 Solution.

Here are the solution steps:

1) Begin by clicking the “Work on Reports” tab in the Site Navigation area of any EDX page.

2) On the “Work on Wage and Contribution Reports” page, click the “Create a New Report” link.

3) On the “Create a New Report” page enter the required data: Report Type: Demographics and
Adjustment, Report Date: Any date except your organization Regular report date(s). and Empty Report
method for entering the required DTL2 adjustment record. Click “Next” when done, and if all data has
been entered in the correct format, you'll receive a confirmation screen with a link to return to the “Work
on Wage and Contribution Reports” page.

4) Once back on the “Work on Wage and Contribution Reports” page, find the just-created
Demographics and Adjustment report. The report will be in “Added” status under the “Unposted
Demographics and Adjustment Reports™ heading.

5) Click the “edit” link for the “Added” report. On the “Edit Retirement Detail Reports” page, scroll
down to Option 3, Add or Edit Record. Enter Frank’s Social Security number and click “Add or Edit
Record”

6) On the page that appears, choose DTL2-Wage and Service and click “Add New Record”

7) Complete the DTL2 adjustment record.
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Problem #4
Solution

The first step in the two-step
negative adjustment process is
creation of a “mirror image” record|
identical to the original record to
be removed, with only the
Reported Wage Code: changed to
06-Negative Adjustment.

Submitting this record will remove
all the previously posted
informaton. If required, the
reduced corrected data could then
be re-entered using a DTL2
positive adjustment record.

In this case, however, we want
only to remove data. The only
change required to create a “mirror
image” of the original record, and
“back out” all the previously
posted data, is a change in wage
code, to 06-Negative Adjustment.
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[image: image59.jpg]PERS Employer Service Center (ESC)
Contact Information

There are a variety of ways to contact PERS Employer Service Center (ESC) staff:
1) Contact your ESC Account Team staff directly.

Find your ESC Account Team members by starting at the PERS employer web page:
‘www.oregon.gov/pers/emp/pages/index.aspx On the PERS employer web page, under the “ESC
Account Team Locator” heading, click the “Find Your ESC Account Team” link. The resulting page
will have ESC Account Team staff divided into three categories, one each for the primary PERS
employer types: Local Government, State Agency and Schools, Oregon University System and
Community Colleges. The name, phone number and e-mail address of ESC Account Team
representatives for each primary PERS employer group is listed. ESC Account Team staff are
available 8:00-5:00, Monday-Friday.

2) Contact the PERS Employer Service Center (ESC) Call Center.

The call center is staffed by ESC Account Team members. ESC Call Center staff are available
Monday-Friday, 8:30am-12:00 Noon, at these phone numbers:

503-603-7788 (Local calling area).

888-320-7377 (Toll-free).
3) Employer Service Center FAX: 503-603-7626.

4) Employer Web page: www.oregon.gov/pers/emp/pages/index.aspx

5) Direct e-mail to the Employer Service Center: pers.edx.support@state.or.us
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[image: image60.jpg]This concludes the EDX Basic Concepts presentation.

If you have further questions please contact your ESC Account Team
representative or e-mail: pers-employer.info.services@state.or.us

Now, please complete the course evaluation and take the EDX Basic
Concepts quiz.

Thank you for your participation.

Now, take the quiz >
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