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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 6–8. 
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2	 Review the PERS Electronic Transactions Agreement, and then click the I Agree 
button. 

Logging on to EDX for the first time
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3	 In the New Password text box (shown circled), 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)

•	 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; Change Password Confirmation confirms EDX has changed 
your password.

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

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

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 24–30. 

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 6–8.

Maintaining employer Web accounts

View Your Statement

Work on Reports

View Employee Info

View Year-to-Date Wage and 
Contribution Summary

Update My Profile

Work with Contacts

Admin Web Accounts

Work List

Eligibility Reports

Status Check

Inactive Employment Report

Site Navigation

Employer Home

Change Password Confirmation
      Your password has been successfully changed.

     Return to Home Page
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2	 In the Selected column (highlighted by the box) on the Employer Home Page 
screen, click on the select link associated with 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.

View Your Statement

Work on Reports

View Employee Info

View Year-to-Date Wage and 
Contribution Summary

Update My Profile

Work with Contacts

Admin Web Accounts

Work List

Eligibility Reports

Status Check

Inactive Employment Report

Site Navigation

Employer Home
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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 17–18.

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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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 17–18.

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 29–30.

Updating a payroll specialist account
1	 Follow the steps outlined on pages 17–18.  

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 17–18.

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 17–18.

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 32–36. 

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

View Your Statement

Work on Reports

View Employee Info

View Year-to-Date Wage and 
Contribution Summary

Update My Profile

Work with Contacts

Admin Web Accounts

Work List

Eligibility Reports

Status Check

Inactive Employment Report

Site Navigation

Employer Home

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 24–27.)

View Your Statement

Work on Reports

View Employee Info

View Year-to-Date Wage and 
Contribution Summary

Update My Profile

Work with Contacts

Admin Web Accounts

Work List

Eligibility Reports

Status Check

Inactive Employment Report

Site Navigation

Employer Home

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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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.

Deleting contact information
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2	 Click the Delete button.

3	 Click the OK button when prompted by Contact Delete Confirmation; EDX 
returns you to Employer Contacts.




