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Roles

* Only Payroll Specialists and Web Administrators
can access or change member data through EDX.

» Payroll Specialist.
= Up to 15 ERP (Employer Reporting Position) accounts
for any employer, held by Payroll Specialists.
o \WWeb Administrator.
= Each employer must have a Web Administrator.

= Controls the employer’s ERP accounts.
= Must inactivate vacant ERP accounts for data security.

= Controls the content of the employer’s EDX
“Contacts™ page.




Roles

Web Administrator.

= PERS sets up the employer’s Web Administrator account.

= Complete the “Web Administrator Agreement” form.
www.oregon.gov/pers/emp/pages/index.aspx > “Employer Forms”
= Signed by the new Web Administrator and the organization
Reporting Official.

Reporting Official: Employer staff member who can make
administrative/financial organization decisions.

= Send/FAX to PERS after signing, and PERS will set up a Web
Administrator login and temporary password.

= Any previously existing web administrator for the employer will
be inactivated.



Reports

The EDX reporting process:

Create your report.

v

Add records to the report.

‘l' Corrected records generate
Release the report. —>| Correct suspended records. invoice activity. Invoice date
= record posting date.

Invoice activity moves from Invoice activity accumulates
the “Unbilled Activity” area in the “Unbilled Activity”

to the online Employer Statement area of the employer online
on a statement date. There are statement.

only two statement dates: 5t of the
month and 20t of the month.




Reports

Regular (Wage and Contribution) reports.
= Submitted only on specific dates assigned to most closely match employer pay date frequency.
= AIll DTL1 status codes and all DTL2 wage codes permitted.

= Four reporting frequencies:
= Monthly: Last day of the month.
= Semi-monthly: 15™ and last day of the month.
= Bi-weekly: Every other Friday.
= Weekly: Every Friday.

= Three business day “grace period” after the assigned report date to release the report and still be considered on
time.

Demographics and Adjustment reports.

=  Submitted on any date except a Regular report date.

= AIll DTL1 status codes and all DTL2 wage codes except 08, 07 & 01.
85% of the records in any report must be correct, or no records in the report will post.
If only one record in a report posts, the report cannot be deleted.

A suggested best practice: Put ALL DTL1 records ONLY in Demographics and Adjustment reports
in order to avoid a possible processing error.

= Anemployee’s DTL1 new-hire record and first DTL2 record in the same Regular report may suspend, or cause
“valid” status, for both records.

= When an employee’s first DTL2 record is submitted before the DTL1 new-hire record, it creates an error on
the employee’s IAP account that may prevent them from receiving a member statement.




Reports and use of dates.

Be very careful about dates used in Demographics and Adjustment reports.
If you’ve accidentally used a Regular report date for a Demographics and Adjustment report:

= |f only one record in the Demographics and Adjustment report posts, you cannot delete the report and
you cannot “re-use” the Reqular report date.

= You cannot use the date in creating a “.dat” file.
= |f the report has posted (100% of records in the report are correct) you cannot add records to the

report.
These options are available to get your DTL2 records posted for the now-unusable Regular report date:

1. Wait for your next Regular report date and add records for the now-unusable date to that future
report.

1. One record for the missed report with wages, hours and any contributions for that pay dates in
the missed report.

2. One record for the current report with wages, hours and any contributions for the pay dates in
the current report.

3. You will have double the normal number of records for the upcoming report. DO NOT combine
wages, hours and any contributions for the two records into a single record.

2. Create a Demographics and Adjustment Report and manually enter the records that would have been
In the missed Regular report.

1. All Regular Qualifying wages must be entered as Wage Code 05 (Positive Adjustment)
2. All Regular Non-qualifying wages will still be Wage Code 02.
3. You will have to manually add all retiree wages (Wage Code 07) on your next Regular Report.

3. Ifyou use a “.dat” file to report wages, hours and contributions, contact your ESC Account Team
representative about creating and uploading a “.dat” file for a uploading any Demographics and
Adjustment file you may create to address this error.




Reports

What’s included in a Regular Report? DTL2 records with wage, hour and contribution
information from each paydate between the last Regular report and the upcoming
Regular report.

Example: A semi-monthly reporter:

Regular paydate: 5™
Supplemental paydate: 9t" —>{ 15" of the month report.

Supplemental paydate: 12th

Regular paydate: 16%
Supplemental paydate: 20t —>1 Last day of the month report.

Supplemental paydate: 26th




Steps to submit a report

1) Your first EDX access starts at the PERS employer web page, www.oregon.gov/pers/emp/pages/index.aspx
There are two PERS web pages, one for members and one for employers. Only the employer web page has the
EDX Online Availability information.

Next, click on the “Click here to log onto EDX Online” link...
iOREGON.GOV

PERS - Employers Sy
e

Employer Announcement #89

PERS Programs

w Most Popular Links

This announcement reviews annual compensation limits and

s proration of those limits for partial year employment for _
About Us y g OPSRP members. Employer News

»
Contact Us ¥ PERS by the Numbers
< n (411115)
Administrative Rules 2015 - 17 Employer
Contribution Rates (9/26/14)
GASB Information
2012 Actuarial Valuation
pesolives Reports (12/23/13)
g::tsbrne:( Service more...
aC|
[<Jul> P
EDX A
Employer Advisory Group} epx Online Availability: ESC Account Team Locator
: Find Your ESC Account Team
Employer Appeal Rights . .
EDX online is normally available 6 a.m. - 9 p.m.. Monday - Friday, and 6 a.m. -4 p.m. Your account rep team is available & a.m. - 5 pm., Monday - Friday.
Employer Forms each Saturday.

i PERS Office Closure Dates
Employer Presentations § £, ., caturday, 4 p.m. - Monday, & a.m. is reserved for network maintenance, and

s i fenos EDX online cannot be guaranteed. Employer Training and Education Opportunities
Employer Tools EDX online scheduled downtime for the current month can be found in the EDX Frequently Asked Questions (FAQs)
§ home page "Messages from PERS" area. Employers will be advised by email of any
5'"‘1 Your ESC Account deviations in scheduled EDX online downtime or in the normal hours of availability. Employer Announcements
eam
Actuarial/Financials Employer Monthly Update
April 2015
General Information
—  Click here to report an EDX problem. Actuarial Services
Actuarial/Financial Information
Empl H;
mployers Home EDX Emplayer Resaurces 201517 Employer Contribution Rates
PERS Home Previous Employer Rates
EDX Reporting Quick Reference Guide Employer Notices

201315 Contribution Rates by Program
mare_...




Steps to submit a report

2) ...and the Welcome page appears. Welcome to PER§ Self-Service!
Make Su re you’re On the Self-SerV'Ce This Web site provides online capabilities to:
Welcome page.

Access your account infarmation

Perform activities related to your account

Update your contact information

Link directly to the PERS web site to view Member Handbooks, FAQU's, Forms and other information
View the most recent messages from PERS

If you have questions not answered on this web site or questions about how to use this web site, please CONTACT US

s W g |

3) Click the “Log In” icon on the PERS Log In

blue tool bar and the PERS Log In Are you a Payroll Specialist?

page appears. Enter yOUf EDX UseriD: If you would like to open an account to perform payroll activities for your organization, click the link below to start work.
l:l Dpen a Payroll Specialist Account

user 1D and password and... Open 5 Payrol Specinst Accourt

Fassviord: Are you a Web Administrator?

*You are a Web administrater if you already have a user ID and password sent to you from PERS. You may log in and start work now

Not Sure?

If you have questions, Contact Us. We will be happy to help you

Tell Me More

User ID - This is a unique name that grants you access to EDX. Your User ID is typically your last name and first initial. Examples are "Smith.
or if the name is taken "SmithJ2".
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Steps to submit a report

4) ...your EDX Employer
Home page appears. If you
do reporting for additional
PERS employers, you’ll see a
list of those employers on
your home page, and be able
to access each of those
employers.

5) To begin working on
reports, Click the “Work on
Reports” link, found in the
Site Navigation area on any
EDX page, and the “Work on
Wage and Contribution
Reports” page appears. On
this page is a list of all your
posted and un-posted Regular
and Demographics and
Adjustment reports.

Click the “Create a New
Report” link to begin a new
report.

Site Navigation

Employer Home
Miew Your Statement
Waork on Reports
View Employee Info

View Year-to-Date Wage and
Contribution Summary

Update My Profile
Worl

Reguest Information
Eligibility Reports.
Status Check

Inactive Employment Report

Emplover Home

Work List
Request Information
Eligibility Reports

Status Check

Inactive Employment Report

Working with :

Employer Home Page

This is your employer home page. If you are responsible for reporting for more than one
employer, you can choose another employer by clicking the select link. The one marked
with @ is your default employer and you can work with that employer now.

» Choose Your Emplover

= View Employer Information
« View Your Contacts

» Tellle More

Messages From PERS

Employer EDX fraining is available the 2nd Friday of each month, presented concurrently atthe PERS Tigard headquarters and through the Internet
via iLinc, the PERS presentation platform. Begin atthe PERS employer web page, www.oregon.govipersiemp/pages/index.aspx then click the
“Employer Training and Education Opportunities” link, then the "EDX Class Schedule and Registration” link to find a course description and
available fraining dates.

Employer Information |

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can a‘u Create a New Reéarl>

= Work with Unposted Reports
» Work with Posted Repors
= Learn maore about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted | Report Date m Release [ Un-Release | Reject/Edit Report | View Details | View Totals

Suspended 07/31/2014 08/31/2014 delete edit View Report View Details View Totals
Suspended 07/02/2014 07I31/2014 delete edit nia View Report View Details View Totals
Added 11/14/2014 11/30/2014 delete edit Release View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted | Report Date Release [ Un-Release | Reject/Edit Report | View Details | View Totals

Added 07/14/2014 071472014 delete edit Release View Report View Details

Added 11/14/2014 111372014 delete edit Release View Report View Details nia

Added 11/14/2014 111472014 delete edit Release View Report View Details nia
Suspended 07/03/2014 07/03/2014 delete edit nia View Report View Details nia

Posted Regular Reports

Pnster ERVI TN 11ANPA Wiew Netails. Renular
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Steps to submit a report

Create a New Report

Wol If you wish to create a new Wage and Contribution report, enter the correct report date and choose a method for populating your re

= Add a Mew Report
= Learn more about

Report Creation Form

Report Date: |[L1/18/2014 | (MW/DDAYYYY)

Report Type : | Demographics and Adjustment V‘

Please choose a method for populating your report.

O | would like to upload a payroll file to populate this report.

O I would like to copy member records from the most current posted report to this report.
@ Iwould 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 method by which you wish to create the Retirement Detail Report.

On this page, you may:

6) Three items of information must be entered on the “Create a New Report” page:

A) The report date.

B) The report type.

Report date and type are related: Regular reports are submitted on specific dates; Demographics and Adjustment reports are submitted

on any date except a Regular report date.

C) The method for adding records to reports:

File Upload: If you have an automated financial package it may have been modified to create a “.dat” file for PERS reporting. All .dat

files have three common features:

1) The file naming format: ONNNN.MMDDY'YYY.dat, where NNNN is your PERS 4-digit employer number and MMDDYYYY is
the report date for which this file is being created.

2) The header record is the first line in any .dat file and has an area for a report date. The report date is that for the report being
constructed, Regular or Demographics & Adjustment, and the report date in the .dat file name must match the report date in the
header record (the first of two header record dates, positions 40-47), or the file will not load and process.

3) The footer record is the last line in any .dat file, and contains a count of data records in the file, excluding the header and footer
record. Ex: A .dat file with 1000 total records has a footer record count of 998, excluding the header and footer record.

Note: Programs are available to make these files easier to view and edit.

Copy Forward: Will copy forward all the records from your last 100% posted regular report, and allow you to enter the actual pay date

for records in the new report. NOTE: Employers reporting 250 or more employees CANNOT use copy forward.

Empty Report: Create a report and add records one at a time.

12



A “.dat” file example;

« Here’s an example of a complete “.dat” file.

Note: Programs are available to make viewing these files easier to view and edit.

File name format example:

Dat file example:

Report Date

NREADO4STENER SCHOOL 0731201607292016 2
PIDTL202009989999916Teak Anne 12222006000200000000010000103950000000000000103850000000000000000000000000000000000000000000000000006240000000000
B{0TL202009999999926Burr Tin 01052007001700000000010000186350000000000000196350000000000000000000000000000000000000000000000000011 780000000000
W0T1.202008999999936E ster Polly 01192007001300000000010000150150000000000000150150000000000000000000000000000000000000000000000000009010000000000
BJ011202009999299956Pond Lily 01192007000100000000010000011550000000000000011550000000000000000000000000000000000000000000000000000630000000000
oT120200999999984 6Acrick Jerry 02022007002500000000010000288750000000000000288750000000000000000000000000000000000000000000000000017330000000000
HIDTL20200999999996Ander Corey 100000000010000242550000000000000242550000000000000000000000000000000000000000000000000014550000000000
1700T02003D0UGLAS COUNTY 00000006 Number of

records

13



Steps to submit a report

7A) If you used the file upload (.dat file)
method to add records to a report, you’ll see
this screen after clicking “Next” on the
“Create a New Report” screen. The “Upload
File” screen lets you indicate which .dat file
in your local library should be uploaded to
EDX and attached to the report you created.

7B) If you used the “Copy Forward” method
to add records to a report, you’ll see this
screen which allows you to enter the actual
pay date for each copied record if the new
report date and pay dates are not identical.

7C) If you’ve entered all information in the
correct format, you’ll see this confirmation
screen next. Click the “Return to Report
Summary Page” link to return to the “Work
on Wage and Contribution Reports” page and
begin the next step in report submission.

Upload File

Upload the file for the new wage and contribution report with the following Report Date:

11/19/2014

# This file should contain all of the wage and contribution data for the new wage and contribution report
« The format of the file should comply with the standards set by PERS.
« Tomave the file from your computer or system to ours, click on the Browse button. Then choose the file from your directory.

File Upload

Browse... Begin Upload

= AddaMew Report.
= Learn more about.

REpDI"t Creation Form
Report Date : |[11/19/2014 (MDD Y YY)

Report Type : | Demographics and Adjustment Vl

Please choose a method for populating your report.

O | would like to upload a payroll file to populate this report.

@ | would like to copy member records from the most current posted report to this report.

Pay Date : I:I (MDD Y YY)

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

Work on Reports

Wiew Employee Info

View Year-to-Date Wage and
Contribution Summary

=

Create Retirement Detail Report Confirmation

The wage and contribution report has been successfully created for the following report date:

11/18/2014

What Next?

You may continue to work with the web site if you desire. Click on any link below to visit other areas of the web site

+ View Information about your Agency

= View your Agency Statement

= View the Current Employee List for your Agency
e Return to Report Summary Page

14



Steps to submit a report

8) Next, find the report you’ve just created.

It will be in “Added” status in the “Unposted”
area for the report type you created. Click the
“edit” link for that report, and...

Work on Reports
View Employee nfo

View Year-to-Date Wage and
Contribution Summary

Update My Profie
Work List

Reguest Information
Eligibility Reports
Status Check

Inactive Employment Report

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a Wew Report

» Workwith Unposted Repors
» Work with Posted Repors
« Leamn more about working with Wage and Contribution Reports

Unposted Regular Reports

m Date Submitted Release / Un-Release | Reject/Edit Report

Suspended 07312014 08312014 delete  edit View Report View Details View Totals
Suspended 07022014 07i312014 delete  edit nia View Report View Details View Totals

Unposted Demographics and Adjustment Reports

m Date Submitted m Release / Un-Release | Reject/Edit Report

SR SR B Release View Report View Details
Added 11182014 11182014 delete  edit nia View Report View Details nia
o hi— nia View Report View Details nia
Posted Regular Reports
Posted 11012013 1113012013 View Details Regular
Posted 1211812013 123112013 View Totals View Details Reqular
Posted 01/0372014 01312014 Vigw Tolals View Details Reoular

15



Steps to submit a report

9) The “Edit Retirement Detail
Reports” screen appears. To enter
records manually into a report,
scroll down to “Option 3 — Add or
Edit a Record” and enter the Social
Security number of the individual
whose record you want to add and
click “Add or Edit Record”.

If the individual has no existing
records in the report, you’ll see
only the choice of record types,
Detail 1 or Detail 2. If the
individual has a record in the
report, the record type will be
displayed, with a “Select” link. If
you need to correct the existing
record, click the “Select” link
and the record will appear.

If you want to add a new record for
the individual, choose Detail 1 or
Detail 2 and click “Add New
Record”. Ablank record format
will appear. Complete the record,
click “Save” and it will be added to
the report.

Edit Retirement Detail Reports

You may view, add, or edit any unposted records on the current report

Option 1 - Finished Editing This Report?
Finished Editing This Report? Click the Done button to return to the Work on Retirement Detail Reports page. You may re-edit this report at any time in the future until all r

Option 2 - Edit the Report Header

If you created a report through the | would like to create an empty report and add member records manually option, you may change the report's report date, if necessary.
Edit the Report Date

pate: L]
Date - Edit Report

Option 3 - Add or Edit a Record

You may add a new record or edit an existing record. Enter a Social Security Number to view or edit a record for that employee. Or add a new record by entering the Social Security Num
appears on the following page.

Add/Edit Record

Enter SSN: 112233445 Add or Edit Record

Add/Edit Member Records

Working With S5N: 112233445

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

Add New Record

® Detail 1 - Member Demographics.

() Detail 2- Wage and Senvice.

KXY cicito retum to the Ecit Retirement Detail Reports page.



Steps to submit a report

10) When records have been ~ Work on Wage and Contribution Reports

[13
added toa report! the Release Below is a list ofthe Iatest Wage and Contribution Reports. Select an action thatis available next to the report or you can also Create a Wew Report

link will appear under the
« ” . o Work with Unposted Reports
Release/Un-Release” heading.  Warkwih Posled Repots

o Learn mare about warking with Waqe and Contribution Reports
You have two actions available  ynosted Regular Reports
before a report is processed:

“Release” a report and EDX Date Submitted m Release / Un-Release Reject/Edit Report

H H Suspended 073172014 083112014 delete edt View Report View Details View Totals
will retrieve the report and g
Suspended 0722014 07312014 delete edit na Wiew Report View Details View Totals

process it, or “Un-Release” the
report which will not allow

EDX 10 etreve an process [N g Y T T ST

Unposted Demographics and Adjustment Reports

the report_ A report not Added 1742014 7H412014 delete  edt Wiew Report View Details
H (13 7 i
released (|n Release StatUS) Added 1182014 11182014 delete edit Release View Report View Details na
Suspended 07I3z04 0732014 delete edit nia Wiew Report View Details na

can be deleted, and any records
uploaded with a .dat file can be
reviewed prior to releasing the
report.

Once a report has been
processed, it cannot be
released or un-released; the
link name changes to “n/a”.



Records: DTL1 Member Demographics

. ; ; Detail 1 - Member Demographics:
The DTL1 record is not submitted with each report, W
but only when the individual’s status with the employer SRR 00 - "o Chonge n Soius -
changes, or something about the individual changes. Status Date: (MDONYY) [ |
. Last Day Service (MM/DD/YYYY) | | ]
For PERS reporting purposes you’ll concentrate on e
status information (top of the record) and job class B

First Name: | |

information (bottom of the record).

Last Name: |

Middle Name: | |

The main body of the record is self-explanatory,

providing demographic information for an employee. B

When entering employee demographic information, Address -1: | |
please: Address -2: | |
1) Enter all data in upper case as requested by the Address -3: |
Post Office. > — city: | |
2) Please DO NOT use commas *,” in ANY of sate [none v]

the demographic fieldson a DTL1 record. Z: [ ]

Commas in any demographic fields will destroy the o ||:| |
“Download as CSV” function WhiC'h allows data R 5
downloads from some EDX pages into an Excel- e

compatible report format. Please reference USPS
standards, available at this link: ]
http://pe.usps.com/text/pub28/welcome.htm for Tms — Cla:;:;; | hd =
punctuation use in DTL1 address fields. Enter an pverage Overtme Hours

address in the United States using the Zip-1 and Zip-
2 fields, and the default country code, USA. Don’t use
postal code with an address in the Unites States.

Date Of Birth: (MmoDYYY) [ |

Unused Sick Leave Hours | ﬂ

Contract No. of Months | 00 ™

Employer Site Distribution Code

Non PERS Data Memo |

3) The “Last Day Service” and “Unused Sick Leave
Hours” fields are filled only when reporting a En Ex
termination (status code 02/Termination). 18



http://pe.usps.com/text/pub28/welcome.htm

Records: DTL1 Member Demographics

1) Status Code: What’s happening with this Detail 1 - Member Demographics:
individual with you, the employer? And what’s the sswe[ ]
effective date of that status? 1) Status Code [ 00 - No Change in Status vl
The most frequently used status codes are: Status Date: MDDV [ ]
Last Day Service (MM/DDIYYYY)
01- New hire (qualifying position). oassi:[ |
15- New hire (non-qualifying position). First Name: | |
00- No change. Last Name: |
02-Termination (employee-employer relationship ends), Middie Name: | |
Name Change Indicator:
00 is used when the individual’s status with the Address - 1: | |
employer remains unchanged, but something about Address - 2: | |
the individual changes (Ex: name or address change). Address - 3: | |
city: | |
State: | NONE v
Zip - Z: l:l
Province: | |
Country Code: | USA M
Postal Code: I:I
Date Of Birth: (MmoDYYY) [ |
PERS Job Class Code: | v
Average Overtime Hours
Unused Sick Leave Hours I:I

Contract No. of Months
Employer Site Distribution Code l:l

Non PERS Data Memo |

E=l ==
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Records: DTL1 Member Demographics

Job Class information must be entered with each DTL1
new hire record. Job Class information has three elements:

1) PERS Job Class Code,
2) Contract No. of Months, and
3) Average Overtime Hours.

2) PERS Job Class Code basically describes the type of
job the employee performs. The most common job class
codes are:

01-General Service.
02-Police and Fire.
09-School employee.

If you are an education employer, all of your employees
are Job Class 9, regardless of what duties they have.

For those education employers who have Police employees,
use Job Class 09, then submit a Demographic Correction
Reguest (DCR) to change the job class to Job Class 02
(Police & Fire).

3) The Contract No. of Months table has five options:

00, 09, 10, 11, 12. Any employee whose job class is other
than “09-school employee” should ALWAYS have the 00

default. All school employees, Job Class 09, need a non-
zero value and should NEVER have the 00 default. The
Contract No. of Months option states how many months in a
year period a school employee is expected to work for their
education employer and is also used to calculate retirement
credit.

Detail 1 - Member Demographics:

Status Code |DD - Mo Change in Status V|
Status Date: (MMDDYYYY) [ |
Last Day Service (MM/DDIYYYY) I:I
Old SSH: I:I

First Name: | |

Last Name: |

Middle Name: | |

Hame Change Indicator:

Address - 1: | |

Address - 2: | |

Address - 3: | |

ci | |
State: | NONE v
mp-2[ |

Province: | |

Country Code: | USA M

Postal Code: I:I
Date Of Birth: (MmoDYYY) [ |
Gender: hd

2) I PERS Job Class Code: | v

Average Overtime Hours

Unused Sick Leave Hours
3) Contract No. of Months
Employer Site Distribution Code

Non PERS Data Memo |

E=l ==

20



Records: DTL1 Member Demographics

4) The Average Overtime Hours value is the average calendar

year overtime hours expected for those in specific jobs with the Detail 1 - Member Demographics:
emplovyer (payroll specialist, receptionist, teacher, firefighter, etc.). sse| |
This value affects only OPSRP Members, but if you hire a Tier

) ) Status Code |DD - Mo Change in Status V|
One/Tier Two member you’ll have to enter a value just to get the
DTL1 new hire record to post. This value does not affect how much Status Date: ooy [ |
overtime an OPSRP member can work or how much the LastDay Service (MMDDYYY) [ |
individual is paid for overtime work but it does affect the Final oassw:[ ]
Average Salary (FAS) used in OPSRP benefit calculation. First Name: | |
An OPRSP pension benefit is calculated by a single formula: Final Leiars |
Average Salary (FAS) X Retirement Credit X a decimal multiplier, Middle Name: | |
.015 for OPSRP General Service or .018 for OPSRP Police and Fire. Name Change Indicator:
FAS is the greater of: 1) The high three continuous years of salary Address -1: | |
anywhere in the OPSRP member’s employment history, or 2) The
final 36 months of salary just prior to termination. The Average e |
Overtime Hours value limits how much overtime money paid in Address - 3: | |
any calendar year can be used in the FAS calculation. city: | |
State: | NONE v
So, how can you pick the right value from the Average Overtime o
Hours menu to make sure an OPSRP member has the correct amount
of overtime pay used in calculation of FAS? Ask yourself this zo-2[ ]
guestion when coding the DTL1 new hire record: “On an average, in Province: | |
any calendar year, how much OT would this person accrue in their Country Code: [USA v]
type of job with me, the employer?” For a teacher, the answer could PostalCode: | |
be “0” because teachers rarely get overtime; for a police officer/fire
fighter (Job Class 2), the answer could be in the hundreds of hours. Dsworsnm:gmoonv [ |

Gender:

Example: The fire fighters employed by a city are paid a salary equal ! v
to $50.00/hour and work an average of 800 hours overtime each 4) | average overtime Hours

calendar year. The city determines that Average Overtime Hours for .

firefighters should be 800, but the city’s PERS reporting payroll

specialist codes the Average Overage Overtime Hours as 100 on fire contract fo-offonths

fighter DTL1 new hire records. If overtime is paid at the “straight” Employer Site DistributionCode [ |
time rate of 50.00/hour, a firefighter will have only $5,000 overtime Non PERS Data Memo |

salary per year used in the FAS retirement calculation. Correctly

coded at 800 hours per calendar year, $40,000 overtime salary per m m

year would be used in the FAS retirement calculation. Incorrect

coding will cost these employees $35,000 overtime salary per year 21

in the FAS retirement calculation.



Records: DTL1 Member Demographics

Correcting posted DTLL1 records.

Employers can change a member’s name, address and very carefully , a Social Security nhumber, but employers cannot change posted employment history. Employers
must ask PERS staff to change a member’s posted employment history, and that request is made using the Demographic Correction Request form. The DCR

is an online form, and can be found by two different methods:

1) Begin by clicking the “View Employee Info” link:

View Employee Information 1A) Enter the member’s

PERS I.D. or SSN and click
“Search”

| o 55K PERLID

Employee Employment History Details

This page displays the employee’s employment history with this employer, starting with the most recent employment.

1B) The member’s employment history
with you, the employer, appears. Click
the “Work with Demographic Correction
Request” link. On the next page...

View Address Details for this employee.

‘.'\forkwiemograghic Correction Request (DCR]

Demographic Correction Request (DCR) History

This page displays the history of Demographic Correction Request forms submitted for this employee

= View Employment History for this emplovee
= View Address Details for this emplovee
-
-

View Salary Details for this employee
Create Salary Breakdown Request

1C) Click the “Create

2) Beqin by clicking the “Work List” link:

Work List
Information Message
= Mo Work List lems exist for this agency.
Below is a lis! of emplayees for which PERS is requesting Infarmation The Wark lterm Type indicates

information

‘ Create [ L4 Heguest (DUR) >

Leaun more aboul working with Wodk List

2A) On the Work List page, click
the “Create Demographic Correction
Request (DCR)” link.

Demographic Correction Request
2B) Enter the member’s PERS I.D.

SSN/PERS D )
C -> or SSN and click “Search”...
Learn more about working with Demoqraphic Correction Request /

...and the Demographic Correction
(DCR) History appears. Click the “Create
Demographic Correction Request (DCR)” link...

and the member’s employment history

Demographic Correction
Request” link...

To create and submj i rrection Request,
Create Demoagraphic Correction Reguest (DCR).

appears. J

Job Segment m Start Date | Term/End Date | Last Day Service Paosition Type m Average OT Hours | Contract No. of Months | Unused Sick Leave
1 NIA

02i02/2008

(e} 02/02/2008 General Service Retiree with Hour Limit PERS -Tier 1 0

2 a 01/02/2008 013112008 01/21/2008

(o] 01/02/2008 01/31/2008 General Semvice Active Service PERS -Tier 1 100 0

2 N/A 01i15/2004 1213172007 12/31/2007 0.000
0] 01/15/2004 123172007 General Service Retiree with Hour Limit PERS -Tier 1 o 0

Comments
[Sove |
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Records: DTL1 Member Demographics

Correcting posted DTL1 records.

The member employment history is with you, the employer; no other employer history is included. A member employment history may have many job segments.

1) Click the job segment to be changed.

2) The change format appears. Enter ONLY
the changes you want made; its not necessary
to fill every field.

3) After you’ve entered your desired changes,
add comments to clarify what you want done. If
you’ve requested a Position Type change or
requested action which will alter a Contribution
Start Date, please enter the contribution type
(MPPT, MPAT or EPPT) in effect during the
time period affected by the requested change.

4) When all required changes and relevant
comments have been entered, click “Save” which
will route this form back to your ESC Account
Team representative. Your ESC Account Team
representative will make the requested changes or
route the form to other PERS sections to have
changes made.

When all changes have been made, you will receive

an EDX e-mail message indicating your DCR is
complete.

Job Segment m
1 NA 020212008
0 02/02/2008

3)

Q 01/02/2008  01/31/2008
01/02/2008
01/15/2004

01/15/2004

01/31/2008
1213112007
1213112007

Start Date From 01/15/2004
Term/End Date From 12/31/2007 ()
Last Day Service From 12/31/2007
Job Class From General Senvice
New Position Type
2 Average OT Hours
) Contract No. of Months
Hire intent
Unused Sick Leave
Review Contribution Start Date [
Delete Position [ |

Term/End Date | Last Day Service Position Type m Average OT Hours | Contract No. of Menths | Unused Sick Leave

General Service Retiree with Hour Limit PERS -Tier 1 1]

01/31/2008
General Service Active Senice PERS -Tier 1 100 0

1213112007 0.000
General Service Retiree with Hour Limit PERS -Tier 1 0 0

LI I

To () Remove Term/End Date

ol

T save | pope |

savae | popae |

Comments

%



Problem #1A: Report a new hire

Mr. Frank N. Stein is a new hire with your organization and has no previous PERS membership
history. Frank will be in a full-time position and will become an OPSRP member upon completion
of his waiting time.

Here’s Frank’s personal and job information:

SSN: 112233445

Hire Date: June 15, 2015

Date of Birth: July 12, 1978

Address: 1234 Smith Road, Portland, Oregon 97123

Job Class: 01-General Service
Average Overtime Hours: 100

Your assignment:

Create a Demographics and Adjustment report and add a DTL1 record to the report.




Problem #1A Solution

1) Click the “Work on Reports” link in the Site

Navigation area of any EDX page and the “Work on

Wage and Contribution Reports” page appears.

2) Click the “Create a New Report” link at the top of

the page.

3) On the “Create a New Report” page, enter the report

date, report type and how records will be added to the

report. For this problem the date will be any date except

a regular report date and the report type will be Demographics
and Adjustment. Click the 3" radio button to create an empty
report to add single records.

4) When all information has been entered, click “Next”. If all
Entries are correct, the confirmation screen appears. Click the
“Return to Report Summary Page” link which returns you

to the “Work on Wage and Contribution Reports” page.

5) Find the report you just created. It will be in “Added” status
as an un-posted Demographics and Adjustment report. Click
the “edit” link for that report.

6) The “Edit Retirement Detail Reports” page appears. Scroll
down to “Option 3-Add or Edit a Record” enter Frank’s

Social Security number and click “Add or Edit Record”.

7) On the page that appears, take the default record type, DTL1,
and click “Add New Record.”

8) Enter the required information to complete a DTL1 new hire
record, as pictured here:

Member Demographics:

SSHN: (112233445

Status Code ‘ 01 - Qualifying News Hire V|

Status Date: (MMDDIYYYY) |06/15/2015
LastDay Service (MNDDYYYY) | |

Old SSH:

First Name: | FRANK

ID

Last Hame: |STEIN |

Middle Name: |N

Name Change Indicator:

Address -1 |1234 SMITH ROAD |

Address - 2: ‘ |

Address - 3: ‘ |

City: | PORTLAND \

State: | OREGON
Zip-1: 97123
Zip-2:

Province:

HDII

Country Code: | USA v|

Postal Code:

Date Of Birth: (MM/DDIYYYY) [07/12/1978
Gender:
PERS Job Class Code: | 01 - General Service W

Average Overtime Hours | 100 W

|

Unused Sick Leave Hours
Contract No. of Months

Employer Site Distribution Code

H'DIII

Non PERS Data Memo |

En E=
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Problem #1B: Report Leave w/o Pay
(LWOP)

Frank begins an unpaid leave of absence on January 12, 2016. Frank returns from unpaid leave and begins work
effective January 28, 2016

Your assignment:

Create a Demographics and Adjustment report and add a DTL1 record to report the beginning of Frank’s unpaid leave.
Create a Demographics and Adjustment report and add a DTL1 record to report Frank’s return from leave.

NOTE: Important points about Leave without Pay (LWOP):

1) No service credit accrues during reported periods of Leave without Pay (LWOP). If the LWOP falls within
a qualifying year, any salary paid during the LWOP is still due contributions. EDX will allow DTL2 wage
code 08 to post contributions during periods of LWOP.

2) If amember has begun an unpaid leave of absence but their accrued leave (sick leave, vacation pay, etc.) is
being paid out as wages, hours and contributions on DTL2 records, the employee should not be reported on
unpaid leave of absence until accrued leave payout is complete.

3) If an employee has 11 or more business days of leave without pay in any calendar month, EACH period of
leave without pay must be reported separately. Ex: Leave without pay may be 4 days in the first week of
the month, 4 days in the second week and 3 in the third, totaling 11 business days in the month and requiring
a separate report for EACH leave without pay period. Don’t report any LWOP that totals less than 11
business days in a calendar month. A business day is any day PERS is open for business, 8-5, M-F, weekends
and holidays excluded.




Execute steps 1-8 on slide
23 to create Demographics
and Adjustment reports
with DLT1 records
reporting the beginning and
end of Frank’s period of
Leave w/o Pay.

The period January 12-28
is unbroken and over 11
business days, and must be
reported.

The end of Frank’s
LWORP is January 28.
Frank’s DTL2 wages, hours
and contributions for the
January pay period would
be reduced to reflect the
LWOP days.

Problem #1B Solution

SSi:

Detail 1 - Member Demographics:

Status Code ‘ 07 - On Leave of Absence

v

Status Date: (MMIDDIYYYY)
LastDay Senvice (WMODYYY) ||
owssw.| ]

First Name:

Last Name: | STEIN

it ame:
Name Change Indicator:

Address - 1: ‘1234 SMITH ROAD

Address - 2: ‘

Address - 3: ‘

City: | PORTLAND

Zip-1:
Zip-2 I:I
Province: I:I

Postal Code: I:I
Date OF Birth: (MM/DDYYYY) I:I
Gender:

PERS Job Class Code:
Average Overtime Hours
Unused Sick Leave Hours I:I

Contract No. of Months

Employer Site Distribution Code I:I

Non PERS Data Hemo |

o e

Detail 1 - Member Demographics:

Status Code ‘DB - Return from Leave

v

Status Date: (MM/DDIYYYY)
Last Day Service (MM/DDIYYYY) I:I
omssh:| |

First Name:

Last Hame: |STEIN

MiddeName:N ]
Name Change Indicator: EI

Address -1 ‘1234 SMITH ROAD

Address - 2: ‘

Address - 3: ‘

City: | PORTLAND

State: | OREGON v

Zip-1:
Zip-Z: I:I

Postal Code: I:I
Date OfBirth:moDYYYY) ||
Gender:
PERS Job Class Code:
Average Overtime Hours
Unused Sick Leave Hours I:I
Contract No. of Months m

Employer Site Distribution Code I:I

Hon PERS Data Memo |

E ==



Problem #1C: Report a termination

Frank returns from his leave of absence and submits his resignation, effective Friday,
January 29, 2016.

Your assignment:

Create a Demographics and Adjustment report and add a DTL1 termination record.




Problem #1C Solution

Execute steps 1-8 on slide 23 to create a
Demographics and Adjustment report and add a
DTL1-02/Termination record to the report.

Frank’s name and address is the only demographic
information that should be entered on this record.
No job class information should be entered.

The termination status date is 01/29/2016, the date
the employer-employee relationship ended. In
this instance, the last day service is also
01/29/2016.

Frank is an OPSRP member and unused sick leave
is not used in OPSRP benefit calculation so the
Unused Sick Leave Hours is 0, not a blank
entry.

Detail 1 - Member Demographics:

SSN: (112233445

Status Code | 02 - Terminated

Status Date: (MM/DDYYYY) |01,/29/2016
Last Day Service (MM/DD/YYYY) |01/29/2016

First Name: [FRANK

Last Name: [STEIN

Middle Name: [N

Name Change Indicator: IE'

Address - 1:
Address - 2:
Address - 3
City:

State:

Zip - 1:

Zip - 2:
Province:
Country Code:

Postal Code:

Date Of Birth: (MM/DD/YYYY)

PERS Job Class Code: |

Gender:

Average Overtime Hours

Unused Sick Leave Hours

Contract No. of Months

Employer Site Distribution Code

Hon PERS Data Memo |

[1234 smITH ROAD

[FORTLAND

[ oreEGON

.

[usa

[ ]
[ ]

00

"

[ save |
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Records: DTL2 Wage and Service

The DTL2 record is submitted with each Regular report, and is used to
report wages, hours and contributions. We’ll now review this record from
top to bottom.

1) Work Period Begin/End Date: If you are a “local government”
employer you must report salary for the period it was worked for your
Tier 2 and OPSRP employees. You can also report your Tier 1 employees in
this fashion, just to save time and report uniformly. As a “local government”
employer you use Work Period Begin/End Dates to indicate the period
reported salary was worked.

ONLY *“local government” employers use Work Period Begin/End Dates.
Non- “local government” employers, such as schools, NEVER use Work
Period Begin/End Date fields on DTL2 records.

How can you determine if your organization is a “local government”
employer, and must report salary for the period it was worked? Your first
indication is your employer number. Employer numbers 2000-2879 indicate
local government status, but you should confirm this status through Oregon
Revised Statute (ORS) 174.116. ORS 174.116is a list of organizations
defined as “local government”.

You can use a single DTL2 record with Work Period Begin/End Date: and Pay

Date fields filled if:

A) Pay period begin, pay period end and pay date are in the same month, or

B) Pay period begin and end are in one month and the pay date is in the next
month.

However, if the pay period begins in one month and ends in the next
month, you must use two DTL2 records to report all employees for that
pay period, because Work Period Begin/End Dates WILL NOT CROSS
monthly boundaries. **PLEASE NOTE: If you are a local government
employer submitting two DTL2 records for pay periods crossing monthly
boundaries, and you’ve just hired a Tier One/Tier Two P&F (Job Class 2)
member who is participating in the Unit program, or have a current Tier
One/Tier Two P&F (Job Class 2) member just beginning participation in
the Unit program, then please enter unit contributions ONLY IN ONE
OF THE TWO DTL2 records. Please DO NOT split the Unit
contribution between the two DTL 2 records.

Detail 2 - Wage and Service:

1)

SSN:

First Name:

HD

Last Name: | |
Pay Date: (MM/DDIYYYY)

Work Period Begin Date: (MM/DD/YYYY)
Work Period End Date: (MM/DDIYYYY)

Hours Worked: (Regular)

Hours Worked: (Overtime)

Reported Wage Code:

Subject Salary, Regular
Subject Salary, Overtime
Non-Subject Salary
Lump-sum Payoff

Lump-sum Vacation Payoff

HHLII

Gross Salary
Member Paid After-Tax Contribution (MPAT) | |
Member Paid Pre-Tax Contribution (MPPT)

Unit Contribution

Employer Paid Pre-Tax Contribution (EPPT) ||
Optional Employer IAP Percentage

Optional Employer IAP Contribution

I

PERS Job Class Code

Average Overtime Hours

H

Employer Site Distribution Code

Non PERS Data Memo |

[sove [l concel.
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Records: DTL2 Wage and Service

Work Period Begin/End Date: Example:

A local government employer has a pay period which
begins August 24, 2014, ends September 6, 2014,
with a pay date of September 19, 2014.

This pay period crosses monthly boundaries, so two
DTL2 records must be used to report all employees
in this pay period. One of these employees has a
salary of $2000.00 for the pay period and works 80
hours.

An employer can split wages, hours and contributions
for the pay period between the two records any way
they choose, but all reported wages, hours and
contributions for each reported employee must be
covered by the two records. This two-week pay

is split in half by the monthly boundary, so the
employer elects to split the wages, hours and
contributions evenly between the records.

The first DTL2 record for our example employee:
Work Period Begin: 08/24/2014

Work Period End:  08/31/2014

Hours Worked (Regular): 40

Subject Salary, Regular: 1000.00

Contributions (MPAT in this example): 60.00

Pay Date: 09/19/2014

The second DTL2 record for our example employee:

Work Period Begin: 09/01/2014

Work Period End: 09/06/2014

Hours Worked (Regular): 40

Subject Salary, Regular: 1000.00
Contributions (MPAT in this example): 60.00
Pay Date: 09/19/2014

SSN: 112233445

#1

Last Name: |Emp|oyee

Pay Date: (MMIDDIYYYY)
Work Period Begin Date: (MMDDYYYY)
Work Period End Date: (MAUDDIYYYY)
Hours Worked: (Regular)
Hours Worked: (Overtime) I:I

Reported Wage Code: |Dl - Reqular wages

Subject Salary, Regular [1000.00

Subject Salary, Overtime
Hon-Subject Salary

Lump-sum Payoff

L

Lump-sum Vacation Payoff

Gross Salary
Member Paid After-Tax Contribution (MPAT)
Wember Paid Pre-Tax Contrbution (WPPT) [ |
UnitContibution [ |
Employer Paid Pre Tax Contribution (EPPT) D
Optional Employer IAP Percentage
Optional Employer IAP Contribution :
PERS Job Class Code
Average Overtime Hours
Employer Site Distribution Code I:I

Hon PERS Data Memo |

S5N: 112233445

#2

Last Name: |Emp|oyee

Pay Date: (MM/DDYYYY)
Work Period Begin Date: (MMIDDYYYY)
Work Period End Date: (MMDDIYYYY)
Hours Worked: (Regular)
Hours Worked; (Overtime) I:I

Reported Wage Code: |Dl - Regular wages

Subject Salary, Reular |1000.00

Subject Salary, Overtime I:I
Hon-Subject Salary I:I
Lump-sum Payoff I:I

Lump-sum Vacation Payoff

Gross Salary
Member Paid After-Tax Contribution (MPAT)
Member Paid Pre-Tax Contribution (MPPT) |:|
UnitContribution [ |
Employer Paid Pra-Tax Contribution (EPPT) |:|
Optional Employer IAP Percentage
Optional Employer IAP Contribution I:I
PERS Job Class Code
Average Overtime Hours
Employer Site Distribution Code |:|

Non PERS Data Memo |

En Em

Ea =
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Records: DTL2 Wage and Service

2) Reported Wage Code: There are approximately 10 total wage Detail 2 - Wage and Service:
codes, listed in the appendix of the online EDX user guide. The SSH:
most common codes are:

A) 01/Regular Wages. This code is used to report wages for

active service (qualifying) positions. Last Name: | |
B) 02/Regular/Non-qualifying. This code is used to report wages Pay Date:(moDYYY) [ |

for non-qualifying service.

C) 07/Retired/No Contributions. This is the only code used to

First Name:

HD

!

Work Period Begin Date: (MM/DD/YYYY)

report wages for retirees returning to work as retirees. Work Period End Date: (MMDDYYYY) [ |
Hours Worked: (Regular) I:I
3) Salary entries. Gross salary is the sum of all other salary entries Hours Worked: (Overtime)

onaDTL2 record. EDX will not calculate Gross Salary, but will

. 2) I Reported Wage Code:
check your calculation for accuracy.

Subject Salary, Regular

4) Contribution methods. Contributions to member 1AP accounts Sublect Salary, Overtime

i

are 6% of total subject salary, made by ONE of three methods: Hon-Subject Salary
A) MPAT- Member-Paid After Tax. 3) Lo Peyol?
B) MPPT- Member-Paid Pre-Tax. _
C) EPPT- Employer-Paid Pre-Tax. EPPT is often referred to as the rump-sum acation Payoft
“Employer Pickup”, with member account contributions made by the Gross Salary
employer in the member’s behalf. Member Paid After-Tax Contribution (MPAT)
The choice of contribution method for all employees, or for a specific _ o

. . Member Paid Pre-Tax Contribution (MPPT)
class of employees, for an employer is usually determined by 4)
agreements between employers and their employees. Once a Unit Contribution
contribution method has been determined, the employer will FAX or Employer Paid Pre_Tax Contribution (EPPT)

send to PERS a copy of the official document authorizing the method
of contribution. When PERS receives and accepts the agreement, the
employer reports contributions for each member using the method ECITTI E I T BT TR
specific to each member. If the contribution method for all employees PERS Job Class Code
or a specific class of employees is changed, the employer repeats the
PERS notification process. When PERS accepts the document

authorizing the changed method, the employer begins reporting

Optional Employer IAP Percentage | 0%

Average Overtime Hours W

H

Employer Site Distribution Code

contributions using the new method. You may request from your ESC Non PERS Data Memo |
Account Team rep a “template” (example) of the official document
authorizing a method contribution for all employees, or a specific class Ea

of employees. 32



Records: DTL2 Wage and Service

Contribution Reporting Requirements beginning January 1, 2016

e Statute was amended January 1, 2016 to require
contributions for wages attributable to services
performed during the first full pay period
following the six month walit time.

= On or after January 1, 2016 employers will need to use
a different procedure to correctly report wages and
contributions for any pay date after OPSRP

membership is established if the pay period for that
pay date includes waliting time service.

= This new procedure is outlined in Employer
Announcement #97



http://www.oregon.gov/pers/EMP/docs/er_announcement/2015/er_announcement_97.pdf
http://www.oregon.gov/pers/EMP/docs/er_announcement/2015/er_announcement_97.pdf

Records: DTL2 Wage and Service

Reporting contributions for the first pay date after membership is established.

Example 2: On or after January 1, 2016: Reporting contributions for the first pay date on or after OPSRP

membership is established: An employer’s pay period begins December 28, 2015 and ends January 8, 2016, with a January 22,
2016 pay date. A reported individual becomes an OPSRP member January 1, 2016. The individual works 80 hours for the two-week
period for a reported salary of $2000.00

Reporting by a Local Government employer: Reporting by a non-Local Government employer:
For this pay period WPBED are used on both of the Non-local government employers NEVER use WPBED.
two required DTL2 records. Salary on the 1%t record is For this pay period, salary is “Non-subject” and no
“Subject” and salary on the 2" record is “Non-subject”. contributions are entered.
Contributions are entered on neither record.
12/28/2015 01/01/2016 01/08/2016 12/28/2015 01/01/2016 01/08/2016
Waiting Time Active Service Waiting Time Active Service
12/28/2015 12/31/2015 01/01/2016 01/08/2016 DTL2:
. . Pay Date: 01/22/2016
DTL2 #1: DTL2 #2: : . _
Pay Date: 01/22/2016 Pay Date: 01/22/2016 wort ﬁer!og Eeg'gDa_te'bfb'T(”k)
Work Period Begin Date: 12/28/2015 Work Period Begin Date: 01/01/2016 Hor V(\e/rlok d'n R atei. ( 8aOnO)0
Work Period End Date: 12/31/2015  Work Period End Date: 01/08/2016 pours yorked: (Ce(?“_ grl) -
Hours Worked: (Regular) 40.00 Hours Worked: (Regular) 40.00 SeEc_Jr i S Iage R? e-l - (blank
Reported Wage Code: 01 Reported Wage Code: 01 Nu |eSc b'a irg : I eqf‘ Z%rd 0( 0 gln )
Subject Salary, Regular: 1000.00 Subject Salary, Regular: (blank) Con; Lljj |te_c .aglrv. ” :
Non-Subject Salary: (blank) Non-Subiject Salary: 1000.00 ontributions: (blank)
Contributions: (blank) Contributions: (blank)

34



Records: DTL2 Wage and Service

5) Unit Contribution. This field is NEVER filled UNLESS

you are reporting unit contributions for a Tier One/Tier Two

Job Class 2 (Police & Fire) employee who has elected to

participate in the unit program. The unit program provides

additional retirement income for a fixed period of time for

Tier One/Tier Two Job Class 2 (Police & Fire) who participate

in the program._If you hire a current participant in the Units program,

then you must submit a new Unit Election form to PERS so you can
continue the current Unit after tax payroll deduction.

The unit program is open ONLY to Tier One/Tier Two Job
Class 2 (Police & Fire) employees. The unit program IS NOT
open to ANY other job class members and is NOT open to
OPSRP Police & Fire employees. **PLEASE NOTE: If you are
a local government employer submitting two DTL2 records for
pay periods crossing monthly boundaries, and you’ve just hired
a Tier One/Tier Two P&F (Job Class 2) member who is participating
in the Units program, or have a current Tier One/Tier Two P&F
(Job Class 2) member just beginning participation in the Unit
program, then please enter unit contributions ONLY IN ONE
OF THE TWO DTL2 records. Please DO NOT split the Unit
contribution between the two DTL2 records.

6) Optional Employer 1AP Percentage; Optional Employer

IAP Contribution. These fields are NEVER filled UNLESS

you are reporting for an employer who has elected to provide the
Optional Employer IAP to qualified employees. If the employer
has elected to provide the optional 1AP, the employer will make
the contribution to the employee’s optional AP account at a rate
between 1-6% of subject salary. The rate of contribution is also
identified when the employer elects to provide the optional 1AP.

So, if you are reporting for an employer who has elected to provide
the optional 1AP you’ll be reporting two AP account contributions
for each qualified employee:

1) The member’s IAP, established when the employee finished

their waiting time and became a program member. Contributions

to that IAP are 6% of subject salary, made by one of the three

methods previously described.

2) The Optional IAP, with contributions made in the member’s
behalf by the employer, at a rate between 1-6% of subject salary.

Detail 2 - Wage and Service:
SSN:

HU

First Name:

Last Name: | |

!

Pay Date: (MM/DDIYYYY)

Work Period Begin Date: (MmDDYYY) [ |

Work Period End Date: (MM/DD/YYYY)

Hours Worked: {Regular) I:I

Hours Worked: {Overtime)

1

Reported Wage Code: | v

Subject Salary, Regular

Subject Salary, Overtime

Non-Subject Salary

Lump-sum Payoff

Lump-sum Vacation Payoff

Gross Salary

Member Paid After-Tax Contribution (MPAT)

Member Paid Pre-Tax Contribution (MPPT)

UL

5) Unit Contribution

Employer Paid Pre-Tax Contribution (EPPT) |

6) Optional Employer IAP Percentage | 0% W

Optional Employer IAP Contribution

PERS Job Class Code
Average Overtime Hours

Employer Site Distribution Code

i

Non PERS Data Memo | |

[sove [ concel.
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Records: DTL2 Wage and Service

Detail 2 - Wage and Service:

7) PERS Job Class Code; Average Overtime Hours. First Hame: |:|
These fields are NEVER filled UNLESS a member’s job

— - Last Name: |
class is being changed on this record.

Pay Date:(moDYYY) [ |

ANY employer can change a member’s job class using Work Period Begin Date: (MMDDYY) [ |
these fields on the DTL2 record. The process doesn’t Work Perio End Date: ooy ||
work for retroactive job class changes, and requires that o
employers use Work Period Begin/End Date fields to show Hours Worked: (Reguiar) [ |
where in a pay period the job class changed, so employers Hours Worked: (Overtime)

are encouraged to submit a DCR asking PERS staff to make .

any job class changes.
Subject Salary, Regular

Subject Salary, Overtime
Non-Subject Salary
Lump-sum Payoff

Lump-sum Vacation Payoff

UL

Gross Salary

Member Paid After-Tax Contribution (MPAT) | |

Member Paid Pre-Tax Contribution (MPPT)

I

Unit Contribution

Employer Paid Pre-Tax Contribution (EPPT) ||
Optional Employer IAP Percentage

Optional Employer IAP Contribution

7) PERS Job Class Code

Average Overtime Hours

il

Employer Site Distribution Code

Non PERS Data Memo |

[sove [l concel.



Records: DTL2

Correcting Posted DTL2 records:

1) Correcting posted DTL2 records is done with DTL2 positive or
negative adjustment wage codes. The adjustment codes are:

06- Negative adjustment (used with wage codes 01, 08, 04 and 05).
14- Negative adjustment (used with wage codes 07 and 02).

16- Negative adjustment (used with wage code 11, USERRA wages).

DO NOT submit an adjustment record unless the original record has
posted. Un-posted records can be edited until correct.

Positive adjustments are a single-step process, increasing data values
to what they should have been originally.

Negative adjustments are a two-step process:

1) Remove (“back out™) the previously posted data with a record
identical to the posted original (a “mirror image™) but using a negative
adjustment wage code, then...

2) Re-post the corrected, reduced values using a positive adjustment
to change data values to what they should have been originally.

Do all negative adjustments for a posted record before any positive
adjustments for that record. Let each adjustment post before
submitting the next adjustment.

INCLUDE in any adjustment record:

A) The paydate and member Social Security number used in the
previously posted record.

B) The same Work Period Begin/End Dates in the previously
posted record, if they were used in that record.

Wage and Service

Detail 2 - Wage and Service:

SSN:

HU

First Name:

Last Name: |

PayDate:moDYYY) [ ]
Work Period Begin Date: (MMDDYYYY) [ |
WWork Period End Date: (MM/DDIYYYY)
Hours Worked: {(Regular) I:I

Hours Worked: {Overtime)

!

1) | reported wage code:

!

Subject Salary, Regular

Subject Salary, Overtime I:I
Non-SubjectSalary [ |

Lump-sum Payoff I:I

Lump-sum Vacation Payoff | |

Gross Salary I:I

Member Paid After-Tax Contribution (WPAT) [ |
Member Paid Pre-Tax Contribution (MPPT) [ |
Unit Contribution

Employer Paid Pre-Tax Contribution (EPPT) [ |
Optional Employer IAP Percentage

Optional Employer IAP Contribution

!

PERS Job Class Code

Average Overtime Hours

Employer Site Distribution Code

L

Hon PERS Data Memo |

En B3



The Payment Categories chart

Found through the “Employer Tools” link on the PERS employer web page:
www.oregon.gov/pers/emp/pages/index.aspx

Employers Tools

FERS prowvides all online forms and publications in .pdf format. To wiew them, yvyou must hawve the
most recent version of Adobe Reader®. Click here to download Adobe Reader®.

= New member brochure (9/5/20147

- 2014 ~ACH Transfer Dates for all Reporting Freguencies (1-14-147
= Emplover Reqular Report Dates for 2014
-
-

File Structure

FERS and OFSRF subject salary (current as of 12-4-3147

Fl=e the Qualifving Position Dretermination document when reviewing the examples in the "Eligibility"”
slides.

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 Pension
program members. Subject salary is used to determine member IAP account contributions, employer contributions and, with some exceptions, to determine the
"final average salary" (FAS) factor used in Tier1/Tier2 benefit and OPSRP Pensiormtions. Thi ide and is NOT ALL-INCLUSIVE

Chapter 238
. OPSRP Pension Program
. Description T methmembers (ORS 238A) \ Report this payment in the following EDX

(EEEES) TL2 record field:
(Please determine whether the payment fits a general descriptio) This type of payment

Payment Type: This type of payment is:

below) is:

A lump-sum payoff of compensatory time. Compensator\
time is paid leave accrued for unpaid time worked above
and beyond an employee's regular hours.

Accrued compensatory

time Subject Non-subject Lump-sum Payoff

Accrued sick leave A lump-sum payoff of accrued sick leave. Non-subject Non-subject Non-Subject Salary

A lump-sum payoff of accrued vacation leave. Includes
Accrued vacation leave (any portion of accrued personal time off (PTO) the Subject MNon-subject Lump-Sum Vacation Payoff
employer identifies as vacation leave.

This chart will show the “subject” status for a number of payment types (this is the heading for the 15t of 6 pages) based on program membership,
Tier One/Tier Two or OPSRP. Column 5 shows the DTL2 salary field in which to enter the payment, either including an entry for contributions if
the payment is “Subject” or excluding a contribution entry if the payment is *“‘non-subject”, based on the individual’s program membership.
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Problem #2: Report wages, hours and
contributions

Frank N. Stein has worked in a qualifying position since he became an employee of your organization He
completes his six-month waiting time, continues employment with you, the waiting time employer, and thus
establishes OPSRP membership with a January 1, 2016 membership date.

For this exercise, you are an employer with two-week pay periods. For those who establish OPSRP
Membership on or after January 1, 2016, contributions begin with the FIRST FULL pay period AFTER the
individual’s membership date. Your first full two-week pay period after Frank’s OPSRP membership date
begins January 2, 2016, ends January 15, 2016, with a pay date of January 22, 2016. Here’s the data for that
pay period:

Regular hours worked: 80

Overtime hours worked: 3

Salary for hours worked: $2,000.00

Salary for overtime worked: $75.00
Contributions for total subject salary: $124.50
Contribution method: MPPT

Your assignment:

Create a Regular report and add a DTL2 record reporting Frank’s wages, hours and contributions for this
January 2016 pay period.




Problem #2 Solution

Execute steps 1-8 on slide 24, this time creating a Regular
report and adding a DLT2-01 record for Frank (a Demograhics
and Adjustment report cannot be used because the DTL2
wage code is 01).

The pay date is January 22, 2016

Hours Worked: (Regular): 80
Hours Worked: (Overtime): 3

The Reported Wage Code is 01, since Frank is in a full-time
(qualifying) position.

Gross Salary: $2075.00. In this exercise, total subject salary
(Subject Salary, Regular + Subject Salary, Overtime), the basis
for contributions, is also $2075.00.

Contributions are 6% of total subject salary: $124.50. For this
exercise, MPPT is the method of contribution.

NOTE: Job class information would NEVER be added to a
DTL2 record reporting wages, hours and contributions, with
no job class change in the pay period.

CAUTION: Be careful about choice of report date and
report type! Mistaken use of a Regular report date when
creating a Demograhics and Adjustment report WILL NOT
allow that report date to be used to create a Regular report
for that date.

Detail 2 - Wage and Service:

SSN: 112233445

First Name: |FRANK

Last Name: |STEIN |

Pay Date: (MM/DDIYYYY) |01/22/2016

Work Period Begin Date: (MM/DDIYYYY) |:|
Work Period End Date: (MWDDYYYY) [ ]

Hours Worked: (Regular) |80.00

Hours Worked: {Overtime) |3.00

Reported Wage Code: - Lv

Subject Salary, Regular (2000.00
Subject Salary, Overtime |75.00
Hon-Subject Salary
Lump-sum Payoff
Lump-sum Vacation Payoff
Gross Salary |2075.00
Member Paid After-Tax Contribution (MPAT)
Member Paid Pre-Tax Contribution (MPPT) [124.50

Unit Contribution

JALALLLA0E
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=
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3
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Optional Employer IAP Percentage | 0%
Optional Employer IAP Contribution
PERS Job Class Code

Average Overtime Hours

il

Employer Site Distribution Code

Non PERS Data Memo |

En Ex
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Problem #3: Make positive adjustments to posted
wage, hour and contribution data

Detail 2 - Wage and Service:

SSN: [112233445
First Name: | FRANK

Last Name: |STEIN

Pay Date: (MMIDDIYYYY)
Work Period Begin Date: (DY) [ |
Wlork Period End Date: (MWDDYYYY) [ |
Hours Worked: (Reqular)
Hours Worked: (Overtime)

Reported Wage Code: |Dl - Regular wages

Subject Salary, Regular |2000.00
Subject Salary, Overtime |75.00

Non-Subject Salary
Lump-sum Payoff

Lump-sum Vacation Payoff

Gross Salary
Member Paid After-Tax Contribution (MPAT) [ |
Member Paid Pre-Tax Contribution (MPPT)
Unit Contribution

Employer Paid Pre-Tax Contribution (EPPT) | |

Optional Employer IAP Percentage

Optional Employer IAP Contribution I:I

PERS Job Class Code
Average Overtime Hours
Employer Site Distribution Code I:I

ALLLE

|

Hon PERS Data Memo |

Towards the end of 2016, your payroll staff determines

that Frank’s January 22, 2016 pay date information needs to be

changed. However, since the DTL2 record has posted, an
adjustment record must be used to change the posted
January 22, 2016 pay date information.

Here are the changes for the January 22, 2016 pay date:

Reqular hours: 85 hours.

Salary: $2.125.00

Overtime: 4 hours.

Overtime salary: $100.00

Lump-sum Vacation Payoff (LSVP): $200.00

Your assignment:

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

Remember: Positive adjustments are a single step,
reporting the positive differences only for the affected
amounts.

sove [l cocel
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Problem #3 Solution

A positive adjustment is a single-step process, reporting
only the positive difference between the original values
and corrected values.

The pay date for the original record is used, so EDX can
“find” the record to be fixed.

Only the positive differences for the affected values are
entered on the adjustment record:

Corrected - Original = Difference

Hours Worked: 85 80 5
Overtime: 4 3 1
Salary: $2125.00 $2000.00  $125.00
Overtime pay: ~ $100.00 $75.00  $25.00
Lump-sum

Vacation Payoff: $200.00 0 $200.00
Gross salary (sum of all salary fields): $350.00

Contributions (6% of total subject salary): $9.00

Note: 9.00 is NOT 6% of the Gross Salary. Frank is

an OPSRP member and Lump-sum Vacation Payoff
(LSVP) IS NOT subject salary for OPSRP members.
Conseguently, the MPPT contribution is 6% of total

subject salary, Reqular and Overtime.

Detail 2 - Wage and Service:

SSN: |112233445

First Name: |FRANK |

Last Name: |STEIN |

IPay Date: (MMIDDIYYYY) [01/22/2016 | |

Work Period Begin Date: (MM/DD/YYYY)
Work Period End Date: (MM/DDIYYYY) |:|
Hours Worked: (Regular)
Hours Worked: (Overtime)

Reported Wage Code: | 05 - Positive Adjustment v

Subject Salary, Regular {125.00

Subject Salary, Overtime |25.00

Non-Subject Salary
Lump-sum Payoff
Lump-sum Vacation Payoff |200.00

Gross Salary [350.00

Member Paid After-Tax Contribution (MPAT) |:|

Member Paid Pre-Tax Contribution (MPPT)

Unit Contribution

Employer Paid Pre-Tax Contribution (EPPT) [ |
Optional Employer IAP Percentage

Optional Employer IAP Contribution

FELLEE

D

D

PERS Job Class Code | v

Average Overtime Hours

Employer Site Distribution Code

H

Non PERS Data Memo | |

[save M Cancel
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Problem #4: Make negative adjustments to posted
wage, hour and contribution data

Detail 2 - Wage and Service:

S5M: |112233445

First Name: |FRANK

Last Name: |STEIN

Pay Date: (MM/DDIYYYY)
Work Period Begin Date: (MM/DDIYYYY) |:|
Work Period End Date: (MM/DDIYYYY) |:|
Hours Worked: (Regular)
Hours Worked: {Overtime) I:I

Reported Wage Code: | 01 - Regular wages

Subject Salary, Regular |2000.00

Subject Salary, Overtime

Non-Subject Salary

Lump-sum Payoff

Lump-sum Vacation Payoff

Gross Salary |2000.00

Member Paid After-Tax Contribution (MPAT)

Member Paid Pre-Tax Contribution (MPPT) |:|

Unit Contribution

Employer Paid Pre-Tax Contribution {EPPT) |:|

Optional Employer IAP Percentage | 0% %

FLLLLE

H

Optional Employer IAP Contribution

PERS Job Class Code

Average Overtime Hours

Employer Site Distribution Code

it

During an internal audit of 2016 payroll
information, your payroll staff determines
this record, entered during Frank’s waiting
period, was entered in error and the
information must be removed. The record
posted, so a negative adjustment must be
done to remove the entire record.

Your assignment:

Create a Demographics and Adjustment
report and add a DTL2 record to perform the
first of two steps required for a negative
adjustment.

Hint: What change is required to convert
this record to make it a “mirror image” of
the original record (shown at the left)

and remove the posted information?

Non PERS Data Memo |

m Ccancel
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Problem #4: Solution

A negative adjustment is a two-step process: LEEL =B TR INT LI

1) Remove (“back out”) the original record. This is First Name: [FRANK |
done using a negative adjustment which is identical
(a “mirror image”) of the original record changing

Last Name: [STEIN |

only the wage code to: 06-Negative Adjustment. [FE PR AR,

Work Period Begin Date: (MM/DDYYYY) [ ]
2) When the “mirror image” record posts, the _ Work Period End Date: ooy ||
corrected, reduced values are re-entered using the
original pay date and a positive adjustment wage Lo
code. Hours Worked: {Overtime)

Reported Wage Code: |Dﬁ - Negative Adjustment hd

If the entire record is to be removed, the process is Subject Salary, Reguiar 12000.00

complete after the first step.
Subject Salary, Overtime

Non-Subject Salary

Lump-sum Payoff

T

Lump-sum Vacation Payoff

Gross Salary

Member Paid After-Tax Contribution (MPAT) | |

Member Paid Pre-Tax Contribution (MPPT) [ |

UnitContribution [ |

Employer Paid Pre-Tax Contribution (EPPT) [ |
Optional Employer IAP Percentage

Optional Employer IAP Contribution I:I

PERS Job Class Code | v

Average Overtime Hours
Employer Site Distribution Code |:|

Non PERS Data Memo | |

E
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Contacting Employer Service Center (ESC)
staff and EDX *“tools” for your use.

» Contacting Employer Service Center (ESC) staff.

=  Find Your ESC Account Team.
= www.oregon.gov/pers/emp/pages/index.aspx > “Find Your ESC Account Team”.
= Team members are available 8:00-5:00, Monday-Friday.
= ESC Call Center.
=  Staffed by ESC Account Team members.
= Available 8:30-12:00, Monday-Friday.
= 503-603-7788 (local calling area), or...
= 888-320-7377 (toll-free).
= ESC FAX:
= 503-603-7626 (Please add “attention: (staff member name))
=  Employer web page
= www.oregon.gov/pers/emp/pages/index.aspx
=  E-mail the ESC
= Pers.edx.support@pers.state.or.us

 EDX “tools” for your use.

=  Year-to-Date Wage and Contribution Summary.
= Access: “View Year-to-Date Wage and Contribution Summary” link.
= Wage, hour and contribution information for employees with posted DTL2 records in the “search” year.
= Concurrent employment with additional PERS employers.
= Eligibility Reports.
= Access: “Eligibility Reports” link.
= Members approaching Qualifying Hours.
= Members with Contributions Who may not Qualify.
= |Inactive Employment Report.
= Access: “Inactive Employment Report” link.
= Employees with no posted DTL2 records within the past 90 days.



This concludes the EDX Basic Concepts presentation

Questions?



	PERS Employer Outreach,�Communication and Education
	Contents.
	Roles
	Roles
	Reports
	Reports
	Reports and use of dates.
	Reports
	Steps to submit a report
	Steps to submit a report
	Steps to submit a report
	Steps to submit a report
	A “.dat” file example:
	Steps to submit a report
	Steps to submit a report
	Steps to submit a report
	Steps to submit a report
	Records: DTL1 Member Demographics
	Records: DTL1 Member Demographics
	Records: DTL1 Member Demographics
	Records: DTL1 Member Demographics
	Records: DTL1 Member Demographics
	Records: DTL1 Member Demographics
	Problem #1A: Report a new hire
	Problem #1A Solution
	Problem #1B: Report Leave w/o Pay (LWOP)
	Problem #1B Solution
	Problem #1C: Report a termination
	Problem #1C Solution
	Records: DTL2 Wage and Service
	Records: DTL2 Wage and Service
	Records: DTL2 Wage and Service
	�Records: DTL2 Wage and Service�Contribution Reporting Requirements beginning January 1, 2016�
	Records: DTL2 Wage and Service�Reporting contributions for the first pay date after membership is established.�
	Records: DTL2 Wage and Service
	Records: DTL2 Wage and Service
	Records: DTL2 Wage and Service
	The Payment Categories chart
	Problem #2: Report wages, hours and contributions
	Problem #2 Solution
	Problem #3: Make positive adjustments to posted wage, hour and contribution data
	Problem #3 Solution
	Problem #4: Make negative adjustments to posted wage, hour and contribution data
	Problem #4: Solution
	Contacting Employer Service Center (ESC) staff and EDX “tools” for your use.
	�This concludes the EDX Basic Concepts presentation�Questions?�

