
January 2020

Agency Representative ςQuick Reference Guide



In this guide
1. Logging In

2. Left Rail Navigation Menu

My work

Search member

Add Participant

Member Change History

3. View Participant Profile

4. Update Participant Demographicchange

5. Update EmploymentStatuschange

6. AddParticipant - New  Participant without previousState Employment

7. Transfer Logic

Transfer a participant in your agency to a new agency

Transfer a participant in a different agency into your agency

Transfer box checked ςNo information changed

8. Member Change History

2



3Confidential ςNot for Distribution 

Logging In

Go to http://pebpdashboard.hroffice.com
To log into the administrator website, you will need to enter the Agent 
ID and password assigned to you.

http://pebpdashboard.hroffice.com/
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Left Rail Navigation Menu

The left rail navigation menu liststhe toolsyouhave access to.

Each tool is represented by an icon. 

Simply hover over the rail to see the names of the tools.
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Left Rail Navigation Menu Details

My Work is your home page. From here you have quick access to certain 
features and dashboards. At this point the Add Participant feature is 
displayed.

Search Memberwill take you to the search page where you can search 
for the participant you would like to view or update. 
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Left Rail Navigation Menu Details

AddParticipantiswhereyougo whenyouwant to addsomeoneto your
agency, whether it isa new hire or youwant to initiate a transferfor a 
memberthat iswith anotheragency.
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Left Rail Navigation Menu Details

Member Change Historydisplays all online submissions for the 
agency(s) you have access to.
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View Participant Profile

To viewŀ tŀǊǘƛŎƛǇŀƴǘΩǎ ǇǊƻŦƛƭŜΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ƳŜƳōŜǊ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ tǊƻŦƛƭŜ ƭƛƴƪ ǘƻ 
ǎŜƭŜŎǘ ǘƘŀǘ ƳŜƳōŜǊ ǊŜŎƻǊŘΦ ¢ƘŜ tŀǊǘƛŎƛǇŀƴǘ tǊƻŦƛƭŜ ŘƛǎǇƭŀȅǎ ǘƘŜ ƳŜƳōŜǊΩǎ ŘŜƳƻƎǊŀǇƘƛŎ ŀƴŘ 
employment information.

This is also the screen where you have access to update the member by clicking on the Update 
Participant button in the right corner of the profile.
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Update Participant ςDemographic Change

Log into the Admin Portal, search for a 
participant and go into Participant Profile. 
Click on Update Participant button.

Update any demographic fields. Basic 
validations are in place for mandatory 
fields and formatting where applicable.
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Update Participant ςDemographic Change

Click on Continue and the Edit Participant 
Review window will pop up with a 
summary of the changes being made 
highlighted in red.

Click on Save to continue.
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Update Participant ςDemographic Change 

A message will appear letting you know 
your changes were successfully 
submitted. Click on Continue to dismiss 
the message.

To confirm the new data is available to 
view, search for the Participant and access 
the Participant Profile.
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Update Participant ςEmployment Status Change

Log into the Admin Portal, search for a 
Participant and go into Participant 
Profile. Click on Update Participant 
button.

Update the employment status field to 
your desired selection and then click 
Continue.
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Update Participant ςEmployment Status 
Change
The Edit Participant Review window will 
pop up with a summary of the changes 
being made highlighted in red.

Click on Save to continue and a message 
will appear letting you know your changes 
were successfully submitted. Click on 
Continue to dismiss the message.
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Update Participant ςEmployment Status 
Change

To confirm the new data is available to view, search for the Participant and access the Participant Profile.
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Add Participant ςNew Participant without 
previous State Employment

Log into the Admin Portal and 
select Add a new hire.

Fill in all the required 
information. All fields with a 
red asterisk are mandatory.
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Add Participant ςNew Participant without 
previous State Employment

If one of the mandatory fields 
is left empty, the user will be 
prompted with a warning 
message. 


