
 
 
In preparation for compliance with Indiana Code (IC) 5-10.3-7-12.5, beginning July 1, 2010, 
PERF will no longer accept paper membership records. PERF Online provides the electronic 
functionality necessary to upload these records one at a time or in bulk saving employers time. 
 
PERF’s Employer Services Group is here to help you through the transition.  Please contact us at 
(888) 526-1687 if we can be of any assistance throughout this process. 
 
The following are step-by-step instructions to upload single and bulk membership records. 
 
Single Submission: 

• Select the Enrollment & Demographics section of PERF Online for employers 
• Select Membership Records & Enrollments 
• Click the “Create Record” button 
• Enter the new enrollee’s information 
• Click Next  
• Fill in the Authorized Agent’s Information 
• Select Save Changes 
• You will receive a message stating “Successfully submitted” 

 
Bulk Upload: 

• Select the Enrollment & Demographics section of PERF Online for employers 
• Select Bulk Upload of Membership Records 
• Click the link at the bottom of the page titled “Click here to view Templates” 
• Save the Sample Excel File to your computer (make sure to save it as 1997 – 2003 Excel) 
• Complete the information for the new enrollments 
• In PERF Online for employers, return to the Bulk Upload of Membership Records 
• Browse for your file and then select Upload File 
• Correct any errors that will be highlighted with red boxes 
• Check the Select All box 
• Enter the Authorized Agent’s Information 
• Select Save Changes 
• You will receive a message showing the records that were submitted to PERF 

 
You can also save a record as Incomplete and return to finish it at any step in the process. 
 



The electronic membership record does not include an employee’s beneficiary information. The 
member may submit this information by using the Application for Change of Beneficiary – 
Active Member form. 
 

 

 



 


