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

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

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

 Login Error 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 page 24 for the steps required to unlock an account.

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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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.

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 screens and provides the 
following links:

• SS Home—Displays Welcome to PERS.

• Logoff—Logs you off EDX.

• About Us—Displays information about PERS.

• Contact Us—Provides PERS contact information.

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

• Employer Home—Displays the Employer Home Page screen, which contains 
employer information, contacts, PERS messages, and allows selection of a dif-
ferent 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.

• 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.

• 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.

• 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.

1
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• 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.

• 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. Most 
users will only see one employer, which will already be selected. The name of the 
employer currently selected appears in the same row as the        icon and directly 
below the top navigation bar. 

Click on the select link next to the desired employer to view information or 
perform work pertaining to the employer.

(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,

• phone,

Employer Home Page
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• 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.



June 1, 2009 11

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 to tell 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 38–40.

When your password expires, a screen 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)

Changing your password
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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.

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 on the No button if you 
decide not to log off of EDX.




