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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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Logging on to EDX for the first time

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

- 4 onkc Transactions Agreemient b‘ll:lﬂsﬂftlﬂtc*mrfmr)r!r
Fle Edt View Favortes Tools  Help |
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Welcome To

P E RS Your Online Retirement Resource

Home ff B Us

PERS Electronic Transactions Agreement

Accessing or requesting Information or iransaciions thiough this sie consttules and shail be deemed o be an acceptante of the ollowing lemns and
condions,

The information on this website is not guarantead 1o be comect or current. Ary inforrmation presented on this website s subjectio audit and revision withaut
notice. Mo stalement on this website shall be construed to be 3 1egal stalement of Public Employes Retirerment System (PERS) policy.

[This Agreement |3 applicable whenever you use PERS online services, The terms of the PERS Electronic Transaclions Agreement apply fo all transactions
perormed using PERS onling sendces

General Terms

The online acknowledgments or other messages that are the result of a fransaction you have entered do nol indicate that the transaction has been
tranzmitted nor do they indicale that the transaction has been recered, accepled or rejected by PERS. PERS will confirm that the information has been
ecefved and whether the transaction has been accepted or rejected

[Yiou are responsible for reviewing the accoun stataments sent foyou by mall 1o verify the accuracy of the account information prosided in the statement and to
confirm the accuracy of the ransactions entared through this site. Yow are 3120 respansible for promplly nolifying PERS of ary erroneous inaccurate or
rmissing information contained in, or omitted from, your statements or other records on this sita You accept full responsibility for this data submittad by you.

[Ehould ermors oceur or questions arise while accessing your personal or business record or performing transactions, please contact us as soon as possible
fat the address or phone nurmber provided in the *Contact Us® page found on this website,

Governing Laws
[Each bution, web link, or holspot constitules an agreernent bebween you and PERE tha complies with the Uniform Electronic Trangactions AcLORS 84,001
Ery chicking the "1 Agree” bution, you acknowledie thatyou have read this Agreement and aceept all of the termns of this Agresment

fyou do nutagrsa 10 the tarme contained in Iﬁlsﬂq regmant, pleasa exil this wabsila.
Definitions

Pergonal Record: The personal infarmation and fransactions rélated to an aclve member o beneft recipient in the reliremant systém.

Business Recond: Infarmation and fransactions relatad 1o an employer, such a3 a school or municipality, that has elacled fo padicipate in the relireman
systemn and 1o make cantributions on behalf of 15 employaes
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Section 2—Web Administrator Roles

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: 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 and
you are a:

» Payroll specialist, contact your Web administrator.

*  Web administrator, contact the Employer Service Center.

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: I

*Confirm New Passwo I

Return to Home Page

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.
The characters may be letters and/or numbers.

* Denotes Required Fields

*New Password: I

*Confirm New Password I
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Maintaining employer Web accounts

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

Change Password Confirmation

Your password has been successfully changed.

Return to Home Page «

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:

e Work with Contacts
e Admin Web Accounts

Site Navigation

Employer Home

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

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.
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Section 2—Web Administrator Roles

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 w9 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.

Employer Home Page

Thig b5 oo senpioyer home pepe. Feou &6e respensible Tor mmporieg for mons Ban one
amgloyer, yau tan choose another employes by dicking e select link. Tre one marked wit
I5 youw dafaul omploper and you can work with Tial omployer now.

= Y » ChopgeYourEmpkcwdt
U ! Al X
-
"

LT

Y Your Conlacs

Tes e Moce
Employer Selection
Selodied | Employer Code Esnplogei Mame Wk Add S1aliis
] 02596 BEND HETR( PARK & RECREATION DIST Ariiva AL
Ha-s] 01oE1 PUBLIC ENPLOYEEE RETIREMEMT SYETEM Azl Ao
3 Click on the Admin Web Accounts link (indicated by the arrow) to view the

Maintain Employer Web Accounts 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

Work with Contacts

Admin Web Accounts «

Work List

Eligibility Reports
Status Check

Inactive Employment Report

The Maintain Employer Web Accounts screen shows the various functions a Web
administrator can perform to a payroll specialist’s account.
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Activiating a payroll specialist account

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

2

Follow the steps outlined on pages 17-18.

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.

Maintain Employver Web Accounts

This page alows vou to ativale, inativate, and esel passwonds fof the wib @Ccounts in ypour onganization. in addBon you may onlock wed accounts and
update ther web accoun contscl bpe and Sccouni profile infsematan

Ernpilaer Mame: BEND METRO PARK & FiECREATROM [HE

Ervijibirgnr By
Ernail:

Bctive User Accounts

L] Fermar aagggmail com nia

DT Bean Fadfand Radiord Bean@stale orus yas yes nia

Fending User Accounts

Sioeerel Stirey byron SbarewiEetete orug T3

Inactive User Accounts

Beanii Radiged Bean Bean g com
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Section 2—Web Administrator Roles

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.

Choose A Contact Type

Selectthe contact fype

Contact Type: |Employer Reportng 1 =)

4 Click the Create button to view the Status Change Confirmation screen.

Choose A Contact Type

Selecithe contact type

Contact Type: | Employer Reporting 1 =)

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.

Status Change Confirmation

Username: Ferrarl

New Status: The account status has been changed to active.

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.
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Updating a payroll specialist account

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.

Maintain Employer Web Accounts

This paga alioes vou to erivale, inativale, and sl passwands for the web accounls in your onganizaiion, In add8on you may oedack wed accounis and
update thisr wes accoun contact ype and sccount profile informatan

Emmpleyer Mame: BEND NETRO PARK & RECRESTION D12
Emplirgni Mumber: 07596

Emall; Radiond BaangEstala orus

Bctive User Accounts

Egrran 100 ] Frmar aoiggmailcom yag nia
DusdeT Bean R¥dfand Radiord Beangstale orus yas nis

The Status Change Confirmation screen confirms the account status is now
inactive.

Status Change Confirmation

Username: Ferrarl

New Status: The account status has been changed to 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.

Maintain Employer Web Accounts

This page alows wou to addvale, inativale, and rese passwands for the wih accounts in your onganization, In addiion you may onlock wed accounds and
updaté ther web account contact pe and sccount profile infoermatan

Emnployer Mame: BEND NETRO PARK & RECREATION D8
Eimipphivgnr Muimbar: 07596
Emall: Radiord BeandSeiabs orus
Active User Accounts
User 1D m Contact Email Rozet PWDY | InActivate?
Feng 1124 ] Femar aoiggmaileom g g nia
Bean Radfard Radiord Beangslale orus Lt s L]
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Section 2—Web Administrator Roles

3 Modify the user’s profile information, as necessary, and then click the NEXT
button to display the Update My Profile Validation screen.

Update Web Account Profile

This page vwill &l yoid 1o vpdals tha profls nfamaation of & wab accound You can updale ths naemne and &-mall 30dress &5 wid af ngpasst additiona
Bmpliyess

" - Inhcates reguised Tekls.

User il [Fabvs 00000

"Firs1 Mame, B [volarcs E
"Lasi Namae: F
‘Emal fyoloeda, fiehetaie o s
“Confm Emal -I;Wﬂam’.aﬁ:':l"l,ﬁ,

‘Ermployer Codas: 0Z596 3
(O3NS minmesm)

Comact Typi |Employer Reportng B8 =

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.

Update My Profile Validation

Please validate the personal infermation you typed.

Usar 1D Fishi2

Firstiame, Wi Yolinds §

LastMamg Fish

Email yolanda fs hilstate onus
Cortact Type:  Emvgloyer Reponing 8

Flease validate the organizations you typed,

habEs BEMD METRO PARE & RECREATION DIST

S ACToLnt | camnll
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Unlocking a payroll specialist account

The Update My Profile Confirmation screen confirms you have updated your
account information.

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.

Resetting a payroll specialist password

1

2

Follow the steps outlined on pages 17-18.

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.

Maintain Employer Web Accounts
This page alows wou to arivale, inactivale, and msel passwards for the web &ccounis in ypoor onganization. In addEon you mey welock web accounts and
update ther web atcoun contact pe and sctounl profie infeematan
Emphayer Nama: BEND NETRO PARK & RECREATIM D42
Empliver Mumber: 02596
Email: Radiond BeandSsiasonus

Active User Accounts

Eerianl el Femar aoiZgmaileom L L] na

CudeT Bean Radford Radiord Beangstale orus yes s nia
Fendirfg User Accounts

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.)

Reset Password Confirmation

Username: FishYS
Status: Temp Password Mailed To User FishYS

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.

June 1, 2009
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Section 2—Web Administrator Roles

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.

Maintain Employer Web Accounts

Thiz page allows you to activate, inactivate, and reset passwards for the web accounts in your organization. In addition you may unlock
web accounts and update theirweh account contact type and account profile infarmation.

Employer Information
Employer Mame: PUEBLIC EMPLOYEES RETIREMEMT SvSTEM
Employer Number: 01061

Email: heanri@state.or.us

Active User Accounts

Dianak Rose Diana ahc@e.com yes
Raohinsans Steven Raohinson abc@claremaont.cam yes yes nia
SledgeP Paul Sledge heanr@state.ar.us yes yes nia

Pending User Accounts

The Unlock Password Confirmation screen confirms you have unlocked the
password.

Unlock Password Confirmation

The password has been unlocked for account FishYS.

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.

24
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Adding contact information

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.

Site Navigation

Employer Home

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

2 Click on the Add a New Employer Contact link (indicated by the arrow) to
display the Employer Contacts Details screen.

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 «

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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Section 2—Web Administrator Roles

3

Click the Contact Type down arrow (indicated by the arrow) and select a contact
type from the drop-down list.

Employer Contacts Details

Edil this contid]
Laam o sbok contacks

Cantact Farm

* - inthcatics ragquad Nidkds
compct Typet [Parcl | <e—
sse[
Fustbame: [

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.

Click the Save button to return to the Employer Contacts screen.

Employer Contacts Detalls

Ediis corkact

3T 5 3Bk ronkach

Contact Form

° - indicales redguined Nekds

Contact Type: |Ervpioyer Reportig 4

“Hirsl Hamas EI
Beliledli nitiak
T T T

Addross 1: |

Address & [

fudress 3 |
City: |
Stabe: |NOME =
m[ [
Talghonic 41070 pye|

e

semalt: [robart hihesDatate.or s
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Editing contact information

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.

Employer Contacts Detalls

w Wany par of @m addrass & amered, City, State. and Jp are
LT

Edil thig ¢ontac]
ke more sbod conlacls

Cantact Ferm

. intcatecs reguined fiskts
Contact Type: [Enpioyer Raportng 4 =]
ssw [
FostMame [roeeet
Midde iniiak: |

"Larst Mame: [Hyres

Aoy 1; |

Adiress 2: |

Address 3: |

o ==
Seale | DREGON =

] e —

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 E-mail address
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1

2

Click on the Work with Contacts link (indicated by the arrow) to display the
Employer Contacts 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

Work with Contacts «

Admin Web Accounts
Work List

Eligibility Reports
Status Check

Inactive Employment Report

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.

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

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

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.)
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Deleting contact information

4 Click the Save button; EDX returns you to the Employer Contacts screen.

Employer Contacts Details

ERETis Contac]

AT B e B rerlaeks

Contact Form

* s vouquied s
e
e[
Frhame fobert
Micdle iitiak [

“Last Hamie Hyres

Address 1: |

Audress 2 |

Audress 3 |

city |
Siae: |NOKE =
™ — —
Tokeghonis 1074052 pae |
Roe [

seamait: [robert Fhes@atate.ors

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.
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2 Click the Delete button.

Employer Contacts Detalls

Contact Form

* - b ales: nesgquised Nelds
Contact Type: |Errplover Reporting 4 =
S5H
“HrEl Rame @I

Efichdle nitiak

Lasi Hame [Hymes

Address 1: |

Ardross = |

s & |

cing |

Stabe: [MOHE
- N I
Taleghomie [SALZ074652  pure |
Foc [

wmait: [robert hyhes@eatate.or s

k|

3

returns you to Employer Contacts.

Click the OK button when prompted by Contact Delete Confirmation; EDX

Contact Delete Confirmation

Please confirm the dedetion. Chck “0K™ o defete fle contact or "Cancel™ to cancel the delete process,
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