Index

A
About Us 8
account, maintaining employer Web accounts 20-21
account, payroll specialist
activating 22-24, 38
creating 38-42
deactivating 24-25
unlocking 29
updating 25-27, 45-48
account, user. See account, payroll specialist
account, Web administrator 16
account status 22
ACH 109
adding
contact information 30
records manually 64-71

Admin Web Accounts 9

B

Bad Format record error 82

C
Certification Work List 150-151

contact information
adding 30-33
deleting 35-36
editing 33-35
Contact Us 8
contribution status, checking 147-148
Copy Forward 51, 58, 63-64

correcting
errors 82-84
valid records 101-103

creating reports
Demographics and Adjustment 56-58
manual 59-60
overview 50-52
Regular 54-56

D

deactivating payroll specialist accounts. See account,
payroll specialist: inactivating
deleting
contact information 35-36
records 91-95
reports 97-98

Demographics and Adjustment Report
See also Regular Report
adding records manually. See records: adding manu-
ally
creating 56-58
posted 53
report date 50
unposted 53

disability certification statuses 150
disability certification types 150

downloading to Excel
employee information 143-144
Member’s Year-to-Date Report 130-131
Wage and Contribution Summary 128-129

E
e-mail notification 30, 43, 109
editing
contact information 33-35
report headers 95-97
EDX
log off 13-14
log on 6-8, 1619, 44
overview 4

Electronic Signature Agreement 8, 17, 44
employee address details, viewing 136-139

Employee Eligibility Exception Reports, viewing
144-147

Employee Employment History Details 142-143
employee information, downloading to Excel 143-144
employee transaction history, viewing 139-140
Employer Home Page 8-11

Employer Information 10

employer number 41, 46

Employer Selection 9

employer statement history, viewing 109, 111-112
employer Web account, maintaining 20-21
employment history, viewing 140-142

Empty Report method 50

EPPT 158-159

error, login 8

errors
correcting 82-84
types 82

June 30, 2008

171



Index

Excel

See also downloading: Member’s Year-to-Date
Report

See also downloading: Wage and Contribution
Summary

See also downloading to Excel: employee informa-
tion

saving records 104-105

viewing records 103-104

expired password 12-13

F
field locked 35

filename formatting. See formatting: filename
File Upload method 50

Flagged record error 82

formatting
employer number 41
filename 60-61
password 13, 18

H
header, editing 95-97
Hire Intent 143

invoicing 108

J
Job Segment 142-143

L
last name search 137
left navigation bar 9

locked
field 35
password 8
payroll specialist account 29

login error 8

Logoff 8

log off 13-14

logon 6-8, 16-19, 44
logon problems 22

M
manual report, creating 59-60
Messages From PERS 10

(0

OPSRP Disability Employment Status Request 151—
154

P

password, payroll specialist
creating 12-13, 40-41, 45
expired 12-13
forgotten 13, 18, 41
locked 8
resetting 28

password, Web administrator
creating 12-13
forgotten 13, 18

payment 109

payroll 5

payroll specialist
number of 23
role 5

payroll specialist account

See also account, payroll specialist

activating 22-24, 38, 43

creating 38-42

deactivating 24-25

resetting 28

unlocking 29

updating 25-27, 45-48
PERS Disability Employment Status Request 155-157
PERS Employer website 16

personal profile information
entering 40-42
reviewing 42-43

personnel 5
Position Segment 143
printing reports 131-132

R

record
adding manually 64-71
deleting 91-95
editing 86-91
errors 82
saving to Excel 104-105
validation 82-83
viewing details 98-101
viewing in Excel 103-104
wage and service 124

Regular Report
creating 54-56
report process 51

Reject/Edit Report, viewing 84-86
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releasing reports 77. See also un-releasing reports
Remittance Statement 112-113

remittance statement
See also un-billed activity
described 110
posting date 108
viewing 110-112

report
columns 125-126
copying forward 63-64
deleting 97-98
manually creating 59-60
posted 53
printing 131-132
releasing 76-77. See also report: un-releasing
status 52
submitting 76
totals 78-79
un-releasing 78. See also report: releasing
unposted 52-53
uploading 60-63
report date format 55, 57
report header, editing 95-97

reporting methods
Copy Forward 51, 58
Empty Report 50
File Upload 50

reporting official 5, 16
reporting roles 5
reset password 28

S

salary certification, overview 150
Salary Certification Detail 158-161
saving records to Excel 104-105

search
last name 137
SSN 137

SS Home 8

SSN search 137

statements, receiving 108-109
submitting reports 76
summary totals 132-133
suspended record error 82

T
Tell Me More 10

third-party administrator 5, 50
top navigation bar 8

U
Un-Billed Activity 114-115

un-billed activity

See also remittance statement

posting date 108

viewing 109, 113-114
un-releasing reports 78. See also releasing reports
unposted reports 52-53
uploading reports 60—63
user account. See payroll specialist account
user ID

payroll specialist 40

Web administrator 16

user roles 5

\'
validating records 83-84
Valid record error 82
valid records
correcting 101-103
described 82
View Employee Info 9
viewing
employee address details 136-139
Employee Eligibility Exception Reports 144-147
employee transaction history 139-140
employer statement history 111-112
employment history 140-142
records in Excel 103-104
Reject/Edit Report 84-86
remittance statement 110-112
report totals 78-79
summary totals 132-133
un-billed activity 113-114
wage and contribution invoice detail 118
wage and contribution invoice summary 116
Year-to-Date Wage and Contribution Details 127
Year-to-Date Wage and Contribution Summary
Report 124-126
View Year-to-Date Wage and Contribution Summary 9

View Your Statement 9

w

Wage and Contribution Invoice Detail 119

wage and contribution invoice detail, viewing 118
Wage and Contribution Invoice Summary 116-117
wage and contribution invoice summary, viewing 116
Wage and Contribution Report Balance Sheet 121-122
wage and contribution report history, viewing 109, 120
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Wage and Contribution Summary 128-129

Web administrator
See also account, payroll specialist: activating
e-mail notifications 30
maintaining employer account 20-21
password 16
responsibilities 16
role 5
user ID 16

Web Administrator Agreement form 16
Work on Reports 9

Work on Wage and Contribution Reports
accessing 54
description 52-53

workspace 9
Work with Contacts 9

Y

Year-to-Date Wage and Contribution Summary Report
report columns 125-126
sorting data 126
viewing 124-126

Your Contacts 10
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