For Reporting

Year 2020

USER GUIDE

CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING

VERSION 2.0



California Pay Data Reporting Portal — User Guide

Table of Contents

1.

INEFOAUCTION ...ttt et e et e s hee e s bt e e eateesabee s bt e e s ub e e e be e e e aeeesabeeesabeeaabeeeas e e e s ase e e easeesab e e e aseeesabe e e abeesas e e s ase e e s abeeease e e mseesaneeesabeesaneeenbeesaneeesanes 4
1.1 USEI GUIAE OVEIVIEW ....eiiiiiieiuieeieeetee et sit et e bt e bt e bt e s bt e s aeeeat e et e e bt e sb e e sueesae e s aseeaseea bt e b et eae e eaeeeas e e ab e e b e e eh e e sa et sabe e e b e eabeeabeeabeeeh et eae e em b e e nbeesbeesabesabeeabe e b e e beeaseesmeeenteenneen 4
1.2 Overview of the California Pay Data REPOIT'S CONTENT......ccciiiiiiiiiiie ettt e et e e e et e e e st e e e es bt e e e e s tteeeeasteeeeaassaeeaasssaaeeaasaeeeansseaeeassaeeeeanseeeeannseeeeennseeeesnnsens 5
1.3 Key Similarities and DIifferences With the EEO-1 SUIVEY .....coucuiiiiiiiiieicciiee ettt e ettt e e e st e e s st te e e e sateeeesastaeeaaastaaeeassseeeeasseeeeassseaeeasseeesasseeesansseeeesnnseeeesnnsens 7

Basic Structure of the California Pay Data REPOIT ...........cooiiiiiiiiiiie et ee et e ettt e e et e e e et b et e e e e teeeeastaeeesasaeeesataeeeeasaeeesaassaeeeanseeeeeansaeeeeansseeesanssenesannsanennn 8
P R =Y =T o o LT T U P U U PP P PP U PP PP PP 8
A Y= (o 5 = o1 1] oY g g V=T ol = o o] [ 1Y =T R 11

D Y [ Fed [ R A o T Y (=T o 20T o Lo L A 4 0 ot (U < SRR 12
B\ U] o] LR ot =T o] F ] T e T=T LA =3 '] ] (oY= PR 14

2.3.1 MUltiple-EstabliShmENTt REPOIt StrUCTUIE. ... ..iiiiiicitie ettt ettt e e ettt e e e et e e e ettt eeeeabeee e e abeeeeaasbaeeeeaabeaeeaasseeeeasseeeeaasseeeaeasseeeesanseeesasnseaeeesnseeeessnsenes 15

POFEAl OVEIVIEW ...ttt ettt ettt e bt e s at e s a b e s bt e bt et e e bt e sh et eaeeeateeate e beeeh e e sae e e a bt ea bt e a b e e be e s eeeheeeaeeeateeabeeeheesabesabeeabeeabe e beebeeemeeembeeateenbeenbeesaeesanenas 17
I VY (ol s LT - =T 17
B2 USBI LOGIN Pag ... 18
3.3 PaY Data R PO S Pl ..o eiiiiiieee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaeaeaeaeaeaaaaaeaaaeaaaeaaaaaaaaaeaaaeeeaeaeeataaeaeaeataraaeaaeeeaaeaenaens 19
o Yol o) LT o do g s g LA Lo T DIy = 11 N oo TSP 20
3.5 Establishment INformation & EMPIOYEE DETAI PAGE.....ccccuuiii ittt e ettt e e e ettt e e e ta e e e e eateeeeeaasaeeeeaataeseeaasseeesanssesesansseseaasssseesanssesesansseeesansreeannn 21
3.6 Establishment INfOrmation Data RECOITI PAgE.......ccoccuuiiiiiiiiieeecieee e ettt e e ettt e e ettt e e et tteeeeeetteeeesaasaeeaeaasaeeaaasssaaeaassseseesssesasassseaesanssssesanssssesasssseeaanssesesansseeeeansseeannn 22
3.7 EMPIOYEE Detail Data RECOIT PAGE.......ciiiiiiiiiiiiiiie ettt ee ettt e ettt e e ettt e e et te e e e eata e e e e ataeeeeasseeeassaeeeaassaeeeasssaaeeanssseseanssaeeeansseeeansseeeensseeeassaeeeeansbeeeennsseeesanssneanns 23
R N =T e Tor- Y o a T TaTo I U] o g TE3 Y oY a T o= - SRR 24

(oY T LAY o TR d 4 =T o T o - PR URR 25
@ T o] o TN R N =LA E =T ol I Y = 1 o TR 25

L A C=Y o I R O o =Y [ = L L <1 o g = [ .4 1= USRI 26

Ay {=Y o I R W -4 g I o I g V=T o T - | PR UPPRN 28

4.1.3 StEP 3: VIEW The WEICOME P ...cc ittt ettt e ettt e e et e e e et te e e e e btaee e e b eaeeaassteeeeaastaeeeanseeeeeanseaeeaasssaeeeastaeessssaeesaastaeesanstaseesstaseesassneessnnen 29

Return to top Page | 1



California Pay Data Reporting Portal — User Guide

Y Y=Y o = T Y =Y o o I T T = g o] [ 1Y =T o U PURPRN 30
Ry A=Y o R O Y- 1l =12 Y] o)=Y P URPPN 33
o I K=T B RV A LA Y o YA D Fo ) - I =T o T ] £ OO PP P TP OUPPPPPPTN 35
4.2 OPLioN 12 EXISTING USEI LOZIN ....eeetiiiiiieieiiiittie et e e ettt e e e ettt ettt e e e s st ettt e e e e s e s s aabe b aeaeessaasasbesaeeeeesaaasabeeaaeeees s aasseeaaeeess s assseaaeeeeeesaansbeeeeeeesssannnsbaaaeeeesnssnnnsnne 36
T ) =T o I R e =T TR o IR =T oo T 7 | SRS 37
4.2.2 STEP 2: VIEW the WEICOME PAGE ....eii i ettt ettt e e ettt e e e tte e e e et e e e e eateeee e atasaeeassaseeessaeeeassaseeasseseeansseseesnseseesansseeesanssesesansseeeensseeesanssneesanssneennn 38

2 e B (=T o G B VATV VN o AV B T 1 - 1 (=T o Lo o 3N 39

E oy d=] o I S o T = Te Y =T o I - 1YY/ ] o SRS 40
5. SUDMItING the Pay Data REPOIt ........coooiiiiiiiiiiii ettt e ettt e e e ettt e e s bte e e s sabteeeeaabeeeeeasbeeeeeasseeeeeassaeeeeasseeeeaanseeeeeanseeeeeasseeeesasseeeeasnseeeeaanseeessanseneeessseaeesnnsenes 42
DL CrEate @ NEW REP O .. e 43
5.1.1Step 1:Start @ NEW Pay Data REPOIT ... 43
oI B A =Y o Il o 0 Yol R (=T [V T =Y Vo (o] o g ¥ 4 o o VRSP 44
5.1.3 STEP 3: VIEW NEW REPOIT ...eiiiiiiiiiiiiiiiittte ettt e e e e s ettt et e s e ssabtaeeeeeessssasbeaaaaeessesasssbtsaeeeessasssssesaaeeessansssseaaeeeesssnnssseneeeessssnssssseneeeessssnsnsseeneeessssnnsnnnns 45
oI A Yo =Tl S o o1 To 1Y T ol oY o o o =T T o ISP 46
5.2.1 5P 1: REPOIT NAVIGAtION e 46
oI T (=Y o Il o 0 =Yl a (= Te [V T =T M Vo (o] o g ¥ 14 o o VAU PR 47
I I =] B R 6oy g =Toi f D L) - ol o] £ T T P U U PP T PP PP 48
5.3 Enter Establishment INformation & EMPIOYEE DELAIL.....c.c.uuiiiiiiiiie ettt e e et e e st e e e e e at e e e e sataeee e staeeesassseaeaansseeeensaeeeenssseeesansseeesansseeeeansreeennn 49
5.3.1 Option I: Create a Report by Uploading an Employer-Prepared EXCEl OF .CSV Fil@ ....ciouriiii ittt ettt e et e s e sbae e e e srae e e e araeas 49
5.3.2 Option II: Create a Report by Using the Portal’s FIillable FOMMS ........ooo ittt ettt e e e et e e e e et e e e e e bt e e e e eabaeeeeeabeeeeeeabeeeeeenseeeaeanseeas 58
R oY 1 V7 gV o o T=IN Y=Y o Yo RO UTOTUR 64
LR 0 B =T ol Y | =Ygl 2T o Yo o A @eY g - [t fl [ o a1 =14 Lo (R URR 64
5.4.2 Step 2: Enter Certifying Official INfOrMatioN.......cooc ittt e e e et e e e e ettt e e e e s ttaee e e ebteeeeeabteeeeaaseeeeeaasteeaeanbeeeeeansteeseanseeeesnnseneesnnsens 66
5.4.3 Step 3: Enter Optional REMArKS @Nd CILIfY ......uuiiiiiii ettt e e e e e e e e et ee e e e e e eese s beeeeeaaeseeassstaaaeaaeeaaassssaaaeaaessaasssbasaaeaaessaansssenseeaesssnnnssnns 68
I VAV AT g Lo [ VA g = o o TN 2 U=Y o Yo R 70

Return to top Page | 2



California Pay Data Reporting Portal — User Guide

ST Vol ol 1Yy oV T o o Yot T 2 U= « o o PR UPPTR 73
Appendix A: Building the California Pay Data REPOIT EXCEI Fil@...........co..oiiiiiiiiii et e e e et e e e et e e e e e bt e e e e ebteeeesastaeeesstaeeesstaeeesstaeesenstaneesassanasanes 75
Appendix B: Building the California Pay Data REPOIt .CSV File..........ooo it ettt e ettt e e e s bt e e s s b te e e e sasteeessnteeeessteeessstaeessnstaeessnsseeassnnes 76
B.1 Section Il — Establishment Information and Employee Detail RECOIT LAYOUL ......ccuuiiiiiiiiiiiiiiee s eetee ettt ettt e et e e e sbee e e e sbee e e e sabee e s e s beeesesabeeeesnnbeeesensrenas 76
B.2 Section Il — Establishment Information and Employee Detail File SPeCIfiCatioN ......ciiiiiiiii i sbee e e s e e s e sbee e e e sabeee s enareeas 81
APPENAIX C: REIEASE NOLES .......oeiiiiiiiii ettt e e et e e e et e e e e eitteeesebteeeeebaeeeeasbaseeaanseasasasesaesanssseasanssssesansessesansesessanstasasanssssesanstesesassesesassasesassanesenstanassnssanasanne 83
] [T 11 O OO OO TP PRSP OO 83
REIEASE 2.0 ...eieiiieitie ettt ettt ettt ettt sttt e su b e e sttt e s ubeesabee e ateesa b e e e abeesabeeea b e e e e abee e bt e e aEeeeabe e e ea b e e eab et e nEe e e be e e ateeeabeeeaneeeeabee e heeeeaEee e bt e e e beeebee e nbeeebeeeeabeesbeeeanaeesareeenns 84

Return to top Page | 3



California Pay Data Reporting Portal — User Guide

1. Introduction

California law (Government Code section 12999) requires private employers with 100 or more U.S. employees (and at least one employee in
California) to annually submit data on the pay, hours worked, and demographics of their employees to the California Department of Fair
Employment and Housing (DFEH). By March 31, employers must submit their reports covering the prior calendar year. For information about which
employers are required to file with DFEH, along with answers to other frequently asked questions (FAQs), visit:
http://www.dfeh.ca.gov/paydatareporting/fags.

1.1 User Guide Overview

This User Guide explains how an employer subject to the California pay data reporting requirement should create and submit its report to DFEH. An
employer must submit its report through DFEH’s online Pay Data Reporting Portal, using one of three available methods: 1) uploading an Excel file
using the template described in Appendix A; 2) uploading a .CSV file consistent with the layout described in Appendix B; or 3) manually entering
information using the portal’s fillable form. DFEH recommends using either option 1 or 2. DFEH will not accept reports by email or hard copy.

This User Guide is organized into the following sections:

Introduction

Basic Structure of the
CA Pay Data Report

Portal
Overview

Submitting the CA Pay
Data Report

Accessing In-Process
Reports

Appendix A

Appendix B

Return to top

Introduces this User Guide, overviews the content of a Pay Data Report, and
notes key similarities to and differences from the federal EEO-1 survey.

Describes the basic structure of the Pay Data Report for both single- and multi-
establishment employers.

Provides a general description of each page in the Pay Data Reporting Portal
along with the actions available on the page.

Describes how to create a new Pay Data Report by either uploading an Excel
file, uploading a .CSV file, or manually entering data via the portal.

Describes how to return to a previously uploaded or manually created report
to complete the certification process.

Provides a detailed description of the Pay Data Report template (Excel).

Describes how to build the Pay Data Report as a .CSV file.
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1.2 Overview of the California Pay Data Report’s Content

In summary, the California Pay Data Report requires an employer to group its employees by job category, pay band, race, ethnicity, and sex, and
then report to DFEH the number of employees within each group and the total hours worked by the employees in that group, among other
information. For employers with more than one establishment, employers must organize and report their data by establishment (defined in Section
2.1 of this User Guide). In order to build its Pay Data Report, the employer will need to:

e Create a “Snapshot” of the employer’s employees in order to identify the employees who must be reported on in the Pay Data Report
o To create a Snapshot, the employer selects a single pay period between Oct. 1, 2020, and Dec. 31, 2020 (“Snapshot Period”)
= A specific time period needs to be selected because throughout the course of a year an employer’s employees may change
= An “employee” is an individual on an employer’s payroll, including a part-time individual, whom the employer is required to
include in an EEO-1 Report and for whom the employer is required to withhold federal social security taxes from that
individual’s wages
o All of the employer’s employees assigned to a California establishment and/or working within California during the Snapshot Period
must be included in the employer’s Pay Data Report
= Any employees assigned to establishments outside of CA and working outside of CA may be included in the report
o For additional guidance, review Parts lll and VI of DFEH’s FAQs
e For each employee in the snapshot period, identify or calculate each employee’s:
o Establishment
o Job category
o Race, ethnicity, and sex
o Earnings in 2020 (not just during the Snapshot Period), as shown in Box 5 (Medicare wages and tips) of the employee’s IRS Form W-
2, and the employee’s corresponding pay band
= |f any employee has wages not reported in Box 5, as may be the case for an H-2A visa holder for example, use W-2 Box 1 for
that employee and note this in the associated remarks field
= For employees who did not work the entire year, do not annualize their pay
o Number of hours worked in 2020 (not just during the Snapshot Period)
= |nclude the number of hours the employee was on any form of paid time off for which the employee was paid by the
employer, such as vacation time, sick time, or holiday time
=  For employees who did not work their entire year, do not annualize their hours worked
o For additional guidance, review Parts Ill — VI of DFEH’s FAQs

Return to top Page | 5
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Return to top

Within each establishment, group employees by job category, pay band, race/ethnicity/sex, and then calculate the total number of
employees in each group and the total hours worked in 2020 by the employees in each group
o If no other employees share the same categories as an employee, the employee is reported as a group of 1 and is reported in the
same fashion as groups of more than 1 employee (note California pay data reports are not publicly available)
o There are 2,520 possible combinations of job category, pay band, and race/ethnicity/sex:
= 10 job categories x 12 pay bands x 21 race/ethnicity/sex combinations = 2,520
= Abird’s eye illustration of all of 2,520 possible combinations is available here. Zoom in to see each cell more clearly.
Gather other required employer and establishment level information, as well as any explanatory information that may need to be noted in
the remarks fields

Page | 6
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1.3 Key Similarities and Differences with the EEO-1 survey

The California Pay Data Report has key similarities to and differences from the EEO-1 survey under federal law, including:

e Key Similarities: For the California Pay Data Report, employers should:
o Use the same establishments that they use in the EEO-1 survey
o Follow the EEOC guidance on job categorization, race, and ethnicity
o Key Differences: Unlike the EEO-1 Component 2 data collection that occurred in 2019 (for calendar years 2017 and 2018), the California
Pay Data Report requires that:
o Non-binary employees be reported in the same manner as male and female employees
o An employee’s pay is reported from W-2 Box 5
= However, if any employee has wages not reported in Box 5, as may be the case for an H-2A visa holder for example, use
W-2 Box 1 for that employee and note this in the associated remarks field
o An employee’s hours worked in 2020 includes any hours the employee was on any form of paid time off for which the employee
was paid by the employer (such as vacation time, sick time, or holiday time) during 2020
o Multiple-establishment employers report all establishments, including those with fewer than 50 employees, in the same manner
by providing the number of employees and total hours worked for each employee group assigned to the establishment
= DFEH does not permit employers to submit what is known in the federal EEO-1 survey as a “Type 6” list of establishments
of fewer than 50 employees
o Multiple-establishment employers do not report consolidated data
o If an employee’s W-2 is corrected after the employer submits its Pay Data Report, and the correction would put the employee in
a different pay band than originally reported or would otherwise require a correction on the employer’s report, the employer

should promptly submit a corrected pay data report, identifying the corrected cells and explaining the correction in the remarks
field(s)

Return to top Page | 7
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2. Basic Structure of the California Pay Data Report

An employer’s Pay Data Report has two sections. In Section I, Employer Information, the employer provides information at the full organizational
level. In Section I, Establishment Information and Employee Detail, the employer provides information at the establishment and employee levels.
Provided below are key terms used in this User Guide, followed by several illustrations that demonstrate how the Pay Data Report is structured for
single- and multiple-establishment employers. Additional key terms are explained in Section 1.2 of this User Guide and in DFEH’s FAQs.

2.1 Key Terms

Employer

Establishment

Return to top

For the purposes of California Pay Data Reporting, an employer means any private employer of 100 or
more employees anywhere in the U.S. (with at least one employee in California) and that is required to
file an Employer Information Report (EEO-1 Report) pursuant to federal law.

A Pay Data Report covers only a single employer.

For more information about which employers are required to file a Pay Data Report and guidance on
how to determine if an employer has the requisite number of employees, see FAQ “Which employers
are required to submit pay data reports to DFEH?”, among others.

An establishment is an economic unit producing goods or services such as a factory, office, store or mine.
A Pay Data Report covers all the establishments of a single employer.
For a single-establishment employer, employer and establishment are synonymous.

For the purposes of the Pay Data Reports due to DFEH by March 31, 2021, employers should utilize the same
establishments that they use for their EEO-1 Reports, and employers should assign employees to the
establishment where the employer reports the employee for federal EEO-1 purposes.

A multiple-establishment employer must report on all of its establishments, including those with fewer than
50 employees, in the same manner.

For more information, see FAQ “What does “establishment” mean? What does it mean for an employee to
be “assigned to” an establishment?”, among others.

Page | 8
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e Employees at an establishment are organized into groups that share the same combination of job

SlplEyEs category, race/ethnicity/sex, and pay band.

Detail

e Employers report the number of employees in the same group and report the total number of hours
worked by this group during 2020.

e There are 2,520 possible combinations of job category, pay band, and race/ethnicity/sex:

o 10 job categories x 12 pay bands x 21 race/ethnicity/sex combinations = 2,520
o Abird’s eye illustration of all of 2,520 possible combinations is available here. Zoom in to see each
cell more clearly.

e Each job category, race/ethnicity/sex combination, and pay band has an associated code in the Pay Data
Report, as illustrated in the examples on the following pages.

e For more information, see Parts Il - VI of DFEH’s FAQs.
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Job Categories Race/Ethnicity/Sex Pay Bands
1. Executive senior level officials and managers A10 - Hispanic/Latino - Male 1. $19,239 and under
2. First or mid-level officials and managers A20 - Hispanic/Latino - Female 2. $19,240-5$24,439
3. Professionals A30 - Hispanic/Latino - Non-Binary 3. $24,440 - 530,679
4. Technicians B10 - Non-Hispanic/Non-Latino - Male - White 4. $30,680 - $38,999
5. Sales workers B20 - Non-Hispanic/Non-Latino - Male - Black or African American 5. $39,000 - $49,919
6. Etc. Etc. 6. Etc.

For example, assume that a single-establishment employer has 100 employees. Of these, ten are Sales workers, Latina, and Female; each made
between $39,000 - $49,919 during the Reporting Year. This group would be reported in Section 11.B of the Pay Data Report with the following
Employee Details:

Job Category =5 Race/Ethnicity/Sex=A20 PayBand=5 Number of Employees =10

To complete Section Il of the Pay Data Report, the employer would create similar groupings for all remaining employees who worked at the
establishment.

With these key terms in mind, the following pages provide examples.
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2.2 Single-Establishment Employer

The example below depicts a single-establishment employer with 120 employees.

70 employees share

Pay Data Report Example e e Eplores

Details

Single-Establishment Employer lob Category: 5
Race/Ethnicity/Sex: B60 —
. . {Male — Two or more races) s
* This employer has only one establishment JFay Band:& E

- 49,920 - 562,919

*  Establishment A — Atlantic Ave with 120 employees Employer E“:'T"s'_‘“;e"t A Hours Worled

. tlantic Ave .
*  Employer and Establishment A are the same (120) ( le';] ve) lob Category: 4
(Technicians)
. L. \ Race/Ethnicity/Sex: A20 ™
* Establishment A employees fit into two groups T s 5
* Group 1 (70 employees) tsﬁg:ﬁu&:ﬂl@lﬂg] N
»  Group 2 (50 employees) bty

* Each group represents all employees who share the 50 employees share
L . . these same Employee
same combination of job category, race/ethnicity/sex, Details
and pay band

Return to top Page | 11
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2.2.1 Single-Establishment Report Structure

The illustration below depicts how the employer from the previous example would organize its information for submission in the Pay Data Report.

Pay Data Report Example
Report Structure (single establishment)

* The Pay Data Report includes two sections:

 Section | — Employer Information Section 11 B
Employment Detail

* Section | captures information at the employer level

. . Section Il A LTI
* Includes information such as name, address, SEIN, . . (sales Worker)
. . Section | Establishment Race/Ethnicity/Sex: B60 —
FEIN, and contact information {Male —Two or more races) =
Pay Band: 6 e
* Each Pay Data Report includes only one Section | Establishment A L ©
Employer (Atlantic Ave) (140,000)

« Section Il — Establishment Information and = (120) ST
i Race/Ethnicity/Sex: A20 ~
Employee Detall ?Hﬁanicfr::li:‘f;{ Fe)r(rlale] =
*  Section Il captures two types of data: establishment sy B 8 e

information and employee information Hours Worked

{100,000)

* Establishment information includes data such as
the establishment’s name, address, and total number
of employees (for a single-establishment employer, some
fields in Section Il will be the same information provided in
Section I)

* Employee Detail includes job category, race/ethnicity/sex,
pay band, the total number of employees who share the
same grouping, and the group’s hours worked in 2020

Page | 12
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* The employer would fill in the Pay Data Report Template (Excel) as follows:
* The example contains only a partial excerpt from the contents of the Pay Data Report Template
* See Appendix A: Building the CA Pay Data Report Excel File for a complete and detailed example

: A_E :
S e et Section II.B — Employee Detail

Information
Establishment
Address Race/Ethnicity Number of Hours
* * *
Name Line 1* Total . Job Category /Sex* Pay Band E Worked*
Employees
ABC Corp. Atlantic Ave 120 5 B60 6 70 140000
ABC Corp. Atlantic Ave 120 4 A20 8 50 100000

Return to top Page | 13
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2.3 Muultiple-Establishment Employer

The example below depicts a multiple-establishment employer with 100 employees across two establishments.

Pay Data Report Example

(Sales Warker)

. . Race/Ethnicity/Sex: B60 i
Multiple-Establishment Employer (Mate - Two or more races) A
A §
_ Establishment A ‘Hours Worked
* The example shows an Employer with 100 employees (Atlantic Ave) (60,000)
across two establishments (70) fob Categony: &
* Establishment A — Atlantic Ave with 70 employees R?yﬁfgfnti?ﬂ'a?i%ﬁiﬁﬁo %
. - . Pay Band: 8 o
* Establishment B — Pacific Ave with 30 employees {580,080 - $101,919) o
Hours Worked
(80,000}
* Establishment A employees fit into two groups Employer lob Category: 7
(Craft Workers)
* Group 1 (30 employees) (100) Race/Ethnicity/Sex: C40 —
(Female - Asian) o
. Pay Band: 7 S
Group 2 (40 employees) G &
* Each group represents all employees who share the same "'°”(r350,‘l’}‘f}%§ked
combination of job category, race/ethnicity/sex, and pay Joh Category: 3
- (Professionals)
band Establishment B Race/Et_rlfn?z_?;:?/rszex: A10 ~
{Pacific Ave) (E:{:ag';n“:"?';) 3
H 1 {$80,080 - $101,919) o
* Establishment B employees fit into three groups (30) e,
* Group 1 (15 employees) —
Job Category: 8
° (Operatives)
Group 2 (10 employees) S |
° Female - White
Group 3 (5 employees) Pay Band: 7 §
*  Each group represents all employees who share the same b
combination of job category, race/ethnicity/sex, and pay (10.000)

band
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2.3.1 Multiple-Establishment Report Structure

Pay Data Report Example ection 1 B

Report Structure (multiple establishment) Employment Detail

; Job Category: 5
SeCtI_O nilA {Sales Worker)
Establishment Race/Ethnicity/Sex: B60
(Male — Two or more races)

* The Pay Data Report includes two sections

Pay Band: 6
. . . ($49,920 - $62,919)
* Section | — Employer Information Establishment A Hours Worked

{Atlantic Ave) (60,000)
(70) Job Category: 4

{Technicians)

* Includes information such as name, address, SEIN, FEIN, Race/Ethnicity/Sex: AZ0

and contact information (Hispanic/Latino - Fernale) I

. Pay Band: 8
Section | (580,080 - $101,919)

* Each Pay Data Report includes only one Section | Hours Worked
(80,000)

» Section Il — Establishment Information and Employer LD ESEE LI 7

(100) (Craft Workers)
H Race/Ethnicity/Sex: C40
Employee Detall /(Female —Xgian)

) Pay Band: 7
Section Il A (562,920 - $80,079)

. Hours Worked
Establishment (30,000)

T
Group 1

* Section | captures information at the employer level

Group 2

Group 1

* Section Il captures two types of data: establishment
information and employee information

e Establishment information includes data such as the ch'grgfeziﬁ;l\;)?'
establishment’s name, address, and total number of Establishment B Race/Ethnicity/Sex: A10 [N
(Pacific Ave) {Hispanic Male) | &
employees Pay Band: 8 S
. . . . (30) ($80,080 - $101,919) G}
* Employee Detail information includes job category, Hou(rzso\gg%]rked
race/ethnicity/sex, pay band, the total' number of e —
employees who share the same grouping (Operatives)

Race/Ethnicity/Sex: C10
(Female - White)

Pay Band: 7
(862,290 - $80,079)
Hours Worked
(10,000)

T
Group 3

Return to top Page | 15
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* The employer would fill in the Pay Data Report Template (Excel) as follows
* The example below contains only a partial excerpt from the contents of the Pay Data Report Template
* See Appendix A: Building the CA Pay Data Report Excel File for a completer and more detailed example

Section II.A — Establishment Information Section II.B — Employee Detail
E R Ethnici Hours
ALl AL ELEBEL G Tots:r:r::s;:?yir::s* Cat::c:ry* Race//S;::ICIty SELEEICE EI:'r:‘;:rl‘::éezi Worked*

Establishment A Atlantic Ave 70 5 B60 6 30 60000
Establishment A Atlantic Ave 70 4 A20 8 40 80000
Establishment B Pacific Ave 30 7 C40 7 15 30000
Establishment B Pacific Ave 30 3 Al0 8 10 20000
Establishment B Pacific Ave 30 8 ci10 7 5 10000

Return to top
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3. Portal Overview

This section provides an overview of the primary pages that comprise the California Pay Data Reporting Portal. The pages are presented in a typical
sequence that employers will experience when uploading/creating, editing, and certifying a Pay Data Report.

Step-by-step instructions are provided below in Section 5 — Submitting the CA Pay Data Report.

Login

Welcome Page

. . .

Welcome to the California Pay Data Reporting Portal . . .
e This is the first page displayed upon

California law (Government Code §12999) requires employers with 100 or more employees to annually submit data on the pay, hours worked, and demographics of their employees to the California H

Department of Fair Employment and Housing (DFEH). For more information about this law and filing requirements, visit: www dfeh ca gov/paydatareporting. The first filing deadline was March 31 access' ng the Portal

2021, and annually thereafter on March 31

e Provides information about filing
requirements and links to helpful resources

Employers must use this portal to submit their pay data reports to DFEH. The high-level steps to submit the report are

1. Register and create a log-in to the portal

oty o e e e i e |f the user is logged in, provides a link to
o £ view their pay data reports

c. Complete on-line forms

Prior to certification of a report, an employer may re-enter the portal to change their report using their login credentials. After certification, the employer can access a read-only version of their certified

. .
pay data reports. If an employer needs to revise information previously certified, the employer must start a new report and explain the correction in the remarks section of the report Actlo n S Ava I I a b I e

Instructions are provided within the portal, in the user guide, and in the FAQs available at. www.dfeh ca gov/paydatareporting 1 . Log IntO the Portal

View My Pay Data Reports

2. View pay data reports

Commui Center: 800-884 0-700-2320 (TTY) or

elay Service at 71 ting@dfeh.ca.gov

Return to top Page | 17
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e
7 i~ Y
G
e 3 69
L\
o cass ™

LOGIN

Log into the Portal
orgot word? Create an account

Return to top

User Login Page
e This page allows registered users to log into
the Portal

e Detailed instruction can be found in section
4 — Logging into the Portal

Actions Available

1. Loginto the Portal

2. Create a new user

3. Change or recover your user password

Page | 18



California Pay Data Reporting Portal — User Guide

Home Pay Data Reports

Pay Data Reports

My Employer: Acme Water Works - Inc

FEIN: 123456789
SEIN: 12345678
DUNS: 987654321
NAICS: 221310

Edit Employer Information

Start anew Pay Data Report

Pay Data Reports Shared With Me v

Verify your employer information below. If it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer.

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next” button. A new report will be added
to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report

To continue editing an existing pay data report, click the “Pay Data Report Name" link in the table below. Only reports with a “New” status can be edited

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report's status to “Withdrawn’

Address:
1234 Main Avenue, Suite 500

Sacramento, CA 958250100

v | Snapshot Peri... v | Snapshot Per

Pay Data Reports Page

e This page offers employers the ability to
view and maintain their demographic
information and keep it current at any point

o |[fitis the user’s first time entering the
portal, it allows them to search for an
existing employer or create a new one

e This page provides a list of all Pay Data
Reports for the employer

o While an employer can have more than one
certified report for the same reporting year
listed on this page, DFEH will use the most
recently certified report for the reporting
period.

o Why might an employer have more than
one certified report for the reporting year?
This might happen if a Pay Data Report is
certified and then the employer discovers
an error and a corrected report is certified.

e Under this scenario, both reports will
display, but only the most recently certified
report would be considered to be the
certified report for the reporting year by
DFEH

Actions Available

An employer may only certify one report each year. Therefore, the certified report must
contain all of the employer’s data. An employer’s data cannot be submitted across multiple
reports.

Return to top

1.
2,
3.

Select or create an employer
Create/edit/view pay data reports

Maintain employer account information to
keep information up-to-date

Page | 19
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Employer Information
Detail Page

e This page displays the Section | (Employer
Information) data record for a given Pay
Data Report

Pay Data Report Submission Details

Step 1: Employer Information  Step 2: Establishment & Employee

Employer Information

Manually complete the Employer Information record below.

e [ e e So, whereas the Pay Data Reports List page
T et i e rnet ees G T s Chenges SoReE Cabee displays reports, this page displays the
e b i contents (i.e., data records) within a report
Py oo ot s e This page is the first of three steps to
S complete the report
S . Actions Available
e ° 1. View and/or edit the Section I: Employer
r— s Information data record
P 2. Correct validation errors identified in a
‘ ° data record
o il 3. Click the Step tabs to navigate through the
S A Stniel S TacA tnkuert report
. ° o 4. Withdraw the report; it will no longer be
« EDD Address Information editab|e
i o 0 i ]
eyl

958250100 us
> Headquarters Address Information

> Parent Company

Return to top Page | 20



California Pay Data Reporting Portal — User Guide

&) Bob Roberts

Home Pay Data Reports

Pay Data Report Submission Details

Step 1: Employer Information  Step 2: Establishment & Employee Information

Section II: Establishment Information & Employee Details
Data records can be imported (suggested) or entered manually.

Option 1: Import
To import the data records, a prepared Excel or .CSV file can be used
1. Upload an Excel file
a. Download the California Pay Data Report Template.
b. Fill in the "PayDataReport" worksheet following the isntructions provided in the template to create the Section Il data records
¢. Save the worksheet locally as a new Excel file
d. Upload the Excel file by selecting "Upload Data File."
e. Edit the report as needed and correct any error identified by the portal's validation processes
2. Upload a CSV file
a. Prepare a .CSV file with the required data (See detaild .CSV specification in the user guide). Example file.
b. Upload the .CSV file by selecting "Upload Data File."
<. Edit the report as needed and correct any errors identified by the portal's validation processes
3. When complete, click on move on the "Step 3- Certify and Submit" tab at the top of the page.
4. To withdraw the report, click the "Withdraw Report” button in the top right corner of the page

Download Template

Section Il Data Import

&, Upload DataFlle

Option 2: Manual Entry
To create the data records manually, enter the Establishment Information and associate it to all applicable Employee Detail Records
1. Enter the Establishment Information
a.In the Establishment Information Widget, click the "New" button
b. Enter the required information in the fillable form available within the portal to create the Establishment Information Record
<. When entering the required information online, follow the instructions provided in the California Pay Data Report Template or the user guide's Appendix B
d. Edit the report as needed and correct any errors identified by the portal's validation processes
e.Cancel /Save & New / Save
2. Enter the Employee Detail
a. In the Employee Details Widget, click the "New" button
b. Select the Establishment Name the Employee Detail record is associate to
<. Enter the required information in the fillable form available within the portal to create the Employee Detail record
d. When entering the required information online, follow the instructions provided in the California Pay Data Report Template or the user guide’'s Appendix B
e. Edit the report as needed and correct any errors identified by the portal's validation processes
f. Cancel / Save & new / Save
3. When complete, navigate to the "Step 3: Certify and Submit" tab at the top of the page
4, To withdraw the report, click the "Withdraw Report” button in the top-right of the page

Establishment Information (0) New

Employee Details (0) New

Return to top

Establishment
Information &
Employee Detail Page

This page displays the Section |l
(Establishment Information & Employee
Detail) data record for a given Pay Data
Report

Use the data import tool to upload Section
Il data records; they can also be manually
entered into the report

To navigate to related Establishment
Information data records, click the
Establishment Name link in the
Establishment Information table

To navigate to related Employee Detail
data records, click the Employee Detail
Name link in the Employee Details table

This page is the second of three steps to
complete the report

Actions Available

Upload, view, edit, and correct Section
information

Click the Step tabs to navigate through
the report

Withdraw the report; it will no longer be
editable

Page | 21
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Establishment Information

2. ™ indicates a required field
3.To save changes, selec "Save.”

the page

~ Establishment Name and Address

Acme Water Works - Inc - Station 1000 (AB86242]

Sell and install water supply systems

0 Bob Roberts, 7/1/2021 9:24 PM

Manually complete the Establishment Information record below.
1. Click the pencil icon in any field to enter values

4. To reset data to the original values and NOT save changes, select "Cancel.”
5. To navigate back to the Pay data Report, click the "Pay Data Report” link.
6. To view an associated Employee Detail record, click the "Employee Detail name” link in the related records table on the right of

n Employee Details (5)

Employee

PDED3569 PDRS-2021 8- $80.080 C60 - Non-Hi -

0 Bob Roberts, 7/1/2021 9:24 PM

Return to top

Establishment
Information Data Page

e This page displays the contents of the
Establishment Information portion of a
Section Il data record

e To navigate to related Employee Detail
data records, click the Employee Detail
Name link in the table on the right of the
screen

Actions Available

1. View, edit, correct, and save information
for the Establishment Information portion
of a Section Il data record

2. Manually create and save the
Establishment Information portion of a
Section Il data record

3. Navigate back to the Pay Data Report by
clicking the Pay Data Report link

Page | 22
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Employee Detail

Manually complete the Employee Detail record below.
1. Click the pencil icon in any field to enter values
2. ™ indicates a required field
3.To save changes, select "Save”
4. To reset data 1o the original values and NOT save changes, select "Cancel"
5. To navigate back to the Pay Data Report, click the “Pay Data Report” link
6. To view the associated Establishment Information record, click the “Establishment Name” link in the Required Information sub-section

Employes Detsl Name
PDED3569861

v Required Information

orks - Inc - Station 1000 (AB66242]

utive senior level officials and managers

Pay Band@
11- $163,800 - $207,999

ce/Ethr -
C20 - Non-Hispanic/Non-Latino - Female - Black or African American

tal Nu of Employees@

~ Optional

15.7/1/20219:24PM ©) Bob Roberts, 7/1/20219:24PM

Return to top

Employee Detail Data
Page

e This page displays the contents of the
Employee Detail portion of a Section Il
data record

Actions Available

1. View, edit, correct, and save information
for the Employee Detail portion of a
Section Il data record

2. Manually create and save the Employee
Detail portion of a Section Il data record

3. Navigate back to the Pay Data Report by
clicking the Pay Data Report link

4. Navigate back to the Establishment

Information data record by clicking the
Establishment Name link

Page | 23
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@ sobroberts

Certification and

Pay Data Report Submission Details

Submission
e s e e After a Pay Data Report is uploaded or
Once your report is final and ready for submission, an authorized official of the employer should certify that the information reported is accurate and prepared in accordance with the instructions by Created manua I Iy' a I I va I |d at]on errors are
clicking the “Certify and Submit” button below .
_ , corrected, and the report is ready for
Once certified, you will no longer be able to revise your report. In the event you need to make a revision, start the process over and submit the corrected report, explaining the correction(s) in the
Sepiaa T elr) submission to DFEH, this page requires
To withdraw the report, click the “Withdraw Report” button in the top-right of the page em ploye rs tO Ce rtlfy the accu ra Cy Of the
report for official submission to DFEH

e A Pay Data Report is not complete until it is
certified by an official of the employer (not
a third party)

e Contact information about the certifying
official is captured

o After areport is certified and submitted to
DFEH, it can no longer be edited; therefore,
employers should ensure its accuracy

e This page is the final step to complete the
report

Actions Available

1. Certify a Pay Data Report for final
submission to DFEH

2. Click the Step tabs to navigate through the
report

3. Withdraw the report; it will no longer be
editable

Return to top Page | 24



California Pay Data Reporting Portal — User Guide

4.Logging Into the Portal
4.1 Option |: New User Login

This option will be used by each user accessing the Pay Data Portal for the first time. For returning
Option | users, refer to Option Il: Returning User Login.

The flow diagram below shows the steps a first-time user will follow to submit their pay data report.
Detailed instructions for completing each step are provided on the following pages.

New User Login

Step 4a:
Match an
Employer

Step 5:
View Pay Data
Reports

Step 1:
Obtain a
Username

Step 2:
Login to the
Portal

Step 3:
View the
Welcome Page

Existing
mployer?

Step 4b:
Create
Employer

Return to top Page | 25
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4.1.1 Step 1: Obtain a Username

e Select “Create an account”

=
7 N

of ~+— Wk
él!i‘.? @\!\JJ
)
W23

ey o cpar
LOGIN

& passwor
Log into the Portal
Forgot your password? Create an ac

reate an account O

Return to top Page | 26
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e Enter the new user’s First Name,
o, Last Name, and Email to begin the
registration process

7258
(B

e
i

ot
NS

L}

o s

REGISTER

e Select “Sign Up” to register

°

e The Portal will send a verification
link to the provided email address

O e Open the email from California Pay

Data Reporting System

]

e Securely record the Username as it
will be required when re-entering
the Portal to view or edit pay data

e Follow the provided instructions
and select the secure link

Return to top Page | 27
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4.1.2 Step 2: Login to the Portal

r e Enter the New Password, verifying
TPS) . .
‘\\;l?} the security requirements are met
. e Re-enter the password in the
8 Confirm New Password field
= e The password must be at least 15
clude atleast characters, include an uppercase
letter, a lowercase letter, a number,
and a special character
ter @

O O

e Select “Change Password” to set the
O password for accessing the Portal

© 2021 www.dfeh.ca gov. All rights reserved
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4.1.3 Step 3: View the Welcome Page

&) Bob Roberts
Pay Data Reports

Welcome to the California Pay Data Reporting Portal

e Select “View My Pay Data Reports”

California law (Government Code §12999) requires employers with 100 or more employees to annually submit data on the pay, hours worked, and demographics of their employees to the California to f|nd or create anem ployer
Department of Fair Employment and Housing (DFEH). For more information about this law and filing requirements, visit www.dfeh ca. gov/paydatareporting. The first filing deadline was March 31
2021, and annually thereafter on March 31

Employers must use this portal to submit their pay data reports to DFEH. The high-level steps to submit the report are

1. Register and create a log-in to the portal
2. Provide employer demographic information
3. Provide pay data information in one of three ways

Ao e Select “Log Out” under the
, umnaT csv ’ Username to close your session and
«. Complete on-line forms

log out of the Portal

Prior to certification of a report, an employer may re-enter the portal to change their report using their login credentials. After certification, the employer can access a read-only version of their certified
pay data reports. If an employer needs to revise information previously certified, the employer must start a new report and explain the correction in the remarks section of the report ° Th ISIS a IWayS aVa|Ia ble th roughout

Instructions are provided within the portal, in the user guide, and in the FAQs available at: www.dfeh ca gov/paydatareporting the Portal

View My Pay Data Reports

Communication Center: 800-
California's Relay Service at 7

84 (voice), 800-700-2320 (TTY) or

reporting@dfeh.ca.gov

Return to top Page | 29
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4.1.4 Step 4a: Match an Employer

Home Pay Data Reports

Pay Data Reports L . .
! P e Upon initial login, the user receives

Verify your employer information below. If it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer. a message Stati ng that they a re nOt

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next” button. A new report will be added yet aSSOCIated to a n em ployer
to the Pay Data Reports table below. Ciick the “Pay Data Report Name” link in the table to continue creating the report

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New” status can be edited

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report's status to “Withdrawn

No Employer Found - You will not be able to make a submission until this is corrected

- denotes required information e Select “Search for Employer” in the
- Do you want to search for an
siochilliodid i ] existing record or create a new
° ° one? dropdown
e Enter the Employer Federal FEIN
7 e Enter the Employer California SEIN

¢ In the Do you want to search by
2020 submission ID or 2020
submission details? dropdown
select “Search by Submission ID”

e Enter the 2020 Submission ID

e Select “Link Employer Account” to
associate the new user to the
employer

Return to top Page | 30
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@ sobroberts

Home Pay Data Reports

Pay Data Reports

Verify your employer information below. I it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer.

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next™ button. A new report will be added
to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table 1o continue creating the report

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New” status can be edited

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report's status to “Withdrawn’

No Employer Found - You will not be able to make a submission until this is corrected

denotes required information

Search for Employe v

Return to top

e |f the 2020 Submission ID is
unavailable, select “Search by
Submission Info” in the Do you
want to search by 2020 submission
ID or 2020 submission details?
dropdown

e Enter the Total number of US
Employees Reported in 2020

e Enter the Total number of CA
Employees Reported in 2020

e Enter the Total number of CA
Establishments Reported in 2020

e Select “Link Employer Account” to
associate the new user to the
employer
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& Bob Roberts

Home Pay Data Reports

Pay Data Reports . . . .
o Verify the information for the linked

Verify your employer information below. IT it is your first time logging into the portal, you can maich with an existing employer based on prior pay data reports or create a new Employer.
' employer
To submit a Pay Data Report, click the “Start a new Pay Data Report™ button. You will be prompted to complete the Section I Employer Information data record. When complete, click the “Next™ button. A new report will be added , .
to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report [ ] |f the em ployer S hame or add ress IS
“« B
To continue editing an existing pay data report, click the “Pay Data Report Name® link in the table below. Only reports with a “New” status can be edited not Correct, Select Edlt Employer
H ”
Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report’s status to “Withdrawn' Inform at'on
( ’ My Employer: Acme Water Works - Inc

FEIN: 123456789 Address:

SEIN: 12345678 1234 Main Avenue, Suite 500

DUNS: 987654321 Sacramento, CA 958250100

NAICS: 221310

o After verifying the employer
information, select “Start a new Pay

Data Report” to start entering the
pay data

Start anew Pay Data Report

Pay Data Reports Shared With Me
thisii & o

Pay Data Repor... T+ | Status v | Account v | EmployerName | Employer CASEIN » | Employer FEIN | ReportingYear ¢ | Snapshot Period.. * | Snapshot Period ... v

No items to display.

If there is not a match with an existing employer, a new employer is created. If this is not correct, please send an email to
paydata.reporting@dfeh.ca.qov with a detailed description.

Return to top Page | 32
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4.1.5 Step 4b: Create Employer

Pay Data Reports

Pay Data Reports
e Upon initial login, the user receives

a message stating that they are not
To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next™ button. A new report will be added

to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report yet aSSOCIated tO an em p|0yel‘

Verify your employer information below. If it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer.

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New™ status can be edited

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report's status to “Withdrawn

No Employer Found - You will not be able to make a submission until this is corrected

- denotes required information

e Select “Create a New Employer” in
the Do you want to search for an
existing record or create a new

ployer ame one? dropdown

e Enter the Employer Name

e Enter the Employer Federal FEIN

R e Enter the Employer California SEIN

e Enter the Employer DUNS Number
S i e Enter the Employer NAICS Code

O e Enter the Employer Address

e Select “Create Employer Account”
to associate the new user to the
employer
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& Bob Roberts

Home Pay DataReports

Pay Data Reports
e Verify the information for the

Verify your employer information below. If it is your first time logging into the porial, you can maich with an existing employer based on prior pay daia reporis or create a new Employer.

employer
To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section |- Employer Information data record. When complete, click the “Next” bution. A new report will be added
to the Pay Data Repors table below. Click the “Pay Data Report Name” link in the table to continue creating the report [ ] |f the em p|OYer'S name or add ress is
To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New” status can be edited. not Correct select ”Ed|t Employer
’
Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report's status to “Withdrawn’ |nform at|on"

My Employer: Acme Water Works - Inc

FEIN: 123456789 Address:
SEIN: 12345678 1234 Main Avenue, Suite 500
DUNS: 987654321 Sacramento, CA 958250100

NAICS: 221310
o After verifying the employer

information, select “Start a new Pay
Data Report” to start entering the
pay data

Start a new Pay Data Report

Pay Data Reports Shared With Me
- O

Pay Data Repor... T v | Status v | Account v | EmployerName | Employer CASEIN » | Employer FEIN | Reporting Year v | Snapshot Period... “ | Snapshot Period ... “

No Items to display.
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4.1.6 Step 5: View Pay Data Reports

& Bob Roberts

Home Pay DataReports

Pay Data Reports

Verify your employer information below. If it is your first time logging into the porial, you can maich with an existing employer based on prior pay daia reporis or create a new Employer.

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next” button. A new report will be added
to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New” status can be edited.

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report’s status to “Withdrawn’

My Employer: Acme Water Works - Inc

FEIN: 123456789 Address:
SEIN: 12345678 1234 Main Avenue, Suite 500
DUNS: 987654321 Sacramento, CA 958250100

NAICS: 221310

Edit Employer Information

Start a new Pay Data Report

Pay Data Reports Shared With Me
this list P

Pay Data Repor... T v | Status v | Account v | EmployerName | Employer CASEIN » | Employer FEIN v | Reporting Year v | Snapshot Period... “ | Snapshot Period ... \

No items to display.

Return to top

e The portal will display all pay data
reports associated to the employer
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4.2 Option II: Existing User Login

This option will be used by each user returning to the Pay Data Portal after their initial login. For
Option i first-time users, refer to Option I: New User Login.

The flow diagram below shows the steps a user will follow to re-enter the portal to view and submit
their pay data reports. Detailed instructions for completing each step are provided on the following

Existing User Login

pages.

Step 2:
View the
Welcome Page

Step 3:
View Pay Data
Reports

Step 1:
Login to the
Portal

Step 4:
Forgotten
Password

Return to top Page | 36



California Pay Data Reporting Portal — User Guide

4.2.1 Step 1: Login to the Portal

=
7 N

of - Wk
{&? ml@\‘\’a)
Y/,

“'}J/\\_

e e
LOGIN

:
O —
& passwor
Log into the Portal O

O Forgot your password? Create an account

Return to top

e Enter the Username created when
first accessing the Portal

e Enter the Password created when
first accessing the Portal

O

e Select “Log into the Portal”

O

¢ |n the event of a lost password,
select “Forgot your password?”

e See Step 4 for details.
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4.2.2 Step 2: View the Welcome Page

&) Bob Roberts
Pay Data Reports

Welcome to the California Pay Data Reporting Portal

e Select “View My Pay Data Reports”

California law (Government Code §12999) requires employers with 100 or more employees to annually submit data on the pay, hours worked, and demographics of their employees to the California to View you r pay data re ports
Department of Fair Employment and Housing (DFEH). For more information about this law and filing requirements, visit www.dfeh ca. gov/paydatareporting. The first filing deadline was March 31
2021, and annually thereafter on March 31

Employers must use this portal to submit their pay data reports to DFEH. The high-level steps to submit the report are

1. Register and create a log-in to the portal
2. Provide employer demographic information
3. Provide pay data information in one of three ways

Ao e Select “Log Out” under the
, umnaT csv ’ Username to close your session and
«. Complete on-line forms

log out of the Portal

Prior to certification of a report, an employer may re-enter the portal to change their report using their login credentials. After certification, the employer can access a read-only version of their certified
pay data reports. If an employer needs to revise information previously certified, the employer must start a new report and explain the correction in the remarks section of the report ° Th ISIS a IWayS aVa|Ia ble th roughout

Instructions are provided within the portal, in the user guide, and in the FAQs available at: www.dfeh ca gov/paydatareporting the Portal

View My Pay Data Reports

Communication Center: 800-
California's Relay Service at 7

84 (voice), 800-700-2320 (TTY) or

reporting@dfeh.ca.gov
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4.2.3 Step 3: View Pay Data Reports

(& Bob Roberts

Home Pay Data Reports

Pay Data Reports

e The portal will display all pay data
Verify your employer information below. I it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer. .
reports associated to the employer

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When compi

to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report

te, click the “Next™ button. A nev

eport will be added

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the tabie below. Only reports with a “New” status can be edited

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the "Withdraw Report” button in the top-right to update the report's status to “Withdrawn

My Employer: Acme Water Works - Inc

FEIN: 123456789
SEIN: 12345678
DUNS: 987654321
NAICS: 221310

Edit Employer Information

Address:
1234 Main Avenue, Suite 500
Sacramento, CA 958250100

Start a new Pay Data Report

Pay Data Reports Shared With Me v

I &- C
Pay DataReportNa... T\ | Status v | Account Employer Name v | Employer CA... v | Employer FEIN v | Reporting... v | Snapshot Peri.. “ | Snapshot Peri... v

DRS Certified Acme ! Acme Water Works - Ir 202( 10/16/2020 10/31/2020 v
SDRS Acr , Acr In ] 10/16/2020 10/31/2020 v
PDRS Acr C s~ In 789 2020 10/16/2020 10/31/2020 v
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4.2.4 Step 4: Forgotten Password

e Enter the Username created when
first accessing the Portal

N
PASSWORD RESET

Toreset your password, we'll need your

username. e Select “Reset Password”

We'll send password reset instructions to the
email address associated with your account.

e The Portal will send a verification
link to the provided email address

O 2 Usernan e Open the email from California Pay

1@ Deta Reporting System

e Follow the provided instructions

O and select the secure link

e If the password is found or should
not be changed, select “Cancel”
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Change Your Password

© 2021 www.dfeh.ca gov. All rights reserved

Return to top

e Enter the New Password, verifying
the security requirements are met

e Re-enter the password in the
Confirm New Password field

e The password must be at least 15
characters, include an uppercase
letter, a lowercase letter, a number,
and a special character

O

e Select “Change Password” to set the
password for accessing the Portal
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5. Submitting the Pay Data Report

As discussed in section 2. Basic Structure of the California Pay Data Report, the pay data report consists of employer information, establishment information, and
employee details. After a new report is created (Step 1), the employer information is entered (Step 2), followed by the establishment information and the
employee details (Step 3). The report can then be certified (Step 4) or withdrawn at any time (Step 5).

Step 1:
Create a New
Report

Step 2:
Enter Section |
Data

Step 3:
Enter Section Il
Data

Step 4:
Certify Report

Step 5:
Withdraw
Report
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5.1 Create a New Report
5.1.1 Step 1: Start a New Pay Data Report

& Bob Roberts

Home Pay DataReports

Pay Data R t
ay Data Reports e Select “Start a new Pay Data

Verify your employer information below. If it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer. Repo rt”

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next” button. A new report will be added

to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table fo continue creating the report [ ] The Start a new Pay Data RepO rt pop-
To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New” status can be edited up WI“ d Isplay

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report’s status to “Withdrawn

My Employer: Acme Water Works - Inc

FEIN: 123456789 Address:
SEIN: 12345678 1234 Main Avenue, Suite 500
DUNS: 987654321 Sacramento, CA 958250100

NAICS: 221310

Edit Employer Info fon

< S new Pay Data Report

Pay Data Reports Shared With Me

Pay Data Repor... T v | Status v | Account v | EmployerName | Employer CASEIN » | Employer FEIN v | Reporting Year v | Snapshot Period... “ | Snapshot Period ... \

s to display.
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5.1.2 Step 2: Enter Required Information

Start a new Pay Data Report O

S, Tt e Enter all required information in the
pop up
e Required fields are denoted with a

S red asterisk ( * ) at the beginning of
mployer's ress
If the employer is registered with EDD then enter the same address information below the field name

o

e After all information is entered,
select “Next” to save the data

After completing the required elds above click Next to create a draft Pay Data Report. e The Portal will validate the entries

The new draft report will be displayed in the st(s) on the previous page and can be opened and Ju st made
edited by first clicking on ts name.

o If errors exist, an error message will
display at the top of the page

¢ Navigate to the data field indicated
in the error message and correct the
data

Most fields throughout the portal include a “tool tip”. This is a small pop up that displays when the

i ) ] e Repeat this step for all errors listed
cursor hovers over the ® jcon to the right of the field name.

in the error message at the top of
the page
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5.1.3 Step 3: View New Report

@ sob Roberts

Home Pay Data Reports

Pay Data Reports

Verify your employer information below. If it is your first time logging into the portal, you can match with an existing employer based on prior pay data reports or create a new Employer.

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When complete, click the “Next™ button. A new report will be added
to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New" status can be edited

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the "Withdraw Report” button in the top-right to update the report’s status to “Withdrawn'

My Employer: Acme Water Works - Inc

FEIN: 123456789 Address:
SEIN: 12345678 1234 Main Avenue, Suite 500
DUNS: 987654321 Sacramento, CA 958250100

NAICS: 221310

Edit Employer Information

Start a new Pay Data Report

( Pay Data Reports Shared With Me v
I o~ o
Pay DataReportNa... T v | Status v | Account v | Employer Name v | Employer CA... v | Employer FEIN | Reporting... v | Snapshot Perio... v | Snapshot Perio... v
New Acme Water Works - Inc Acme Water Works - Inc 12345678 123456789 2020 10/16/2020 10/31/2020 v

Return to top

e The new pay data report displays in
the Pay Data Reports Shared With
Me grid

e The report name includes its
creation date followed by a
sequential number

e Select the Pay Data Report Name to
continue the pay data report
submission process
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5.2 Enter Employer Information

5.2.1 Step 1: Report Navigation

‘&) Bob Roberts
Home Pay Data Reports

Pay Data Report Submission Details e Each tab corresponds to a step

O required to complete the pay data
ithdraw Report . .
report submission
() Step 1: Employer Informatlon  Step 2: Establishment & Employee Information  Step 3: Crtify and Submit e Clicking on a tab will display that
Employer Information step
Manually complete the Employer Information record below [ ] Enter a” required information in the
1. Click the pencil icon in any field to enter values.
2. " indicates a required field pop up
3. To save changes, select "Save"” . . .
4. To reset data to the original values and NOT save changes, select "Cancel” L Reql.“red fleldS are denoted W|th a

5.When complete, click the "Step 2: Establishment & Employee Information” tab at the top of the page
4. To withdraw the report, click the "Withdraw Report” button in the top-right of the page

red asterisk ( * ) at the beginning of
the field name

e Select the # (pencil) icon to edit
the page

e This is required to enter the

~ Summary employer information

2020 No

Snapshot Period Begin Dat=@) Snapshot Pericd End Date@)

10/16/2020 10/31/2020

T ——— ——————

3 150

Enployer'sTow US. Escblisnments @ Employr's Total U, Employees® e Select “Withdraw” to exit the report

and set the status to withdrawn

v EDD Address Information

.20 e This can be selected at any time
prior to the report being certified

— e See 5.5 — Withdrawing the Report
us for details
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5.2.3 Step 2: Enter Required Information

& Bob Roberts

Home Pay Data Reports

Pay Data Report Submission Details e Enter all required information on

the page

e Required fields are denoted with a
red asterisk ( * ) at the beginning of
the field name

Step 1: Employer Information Step 2: Establishment & Employee Informatio Step 3: Certify and Sub

Employer Information

Manually complete the Employer Information record below
1. Click the pencil icon in any field to enter values.
2. " indicates a required field
3. To save changes, select "Save”
4. To reset data to the original values and NOT save changes, select "Cancel”
5. When complete, click the "Step 2: Establishment & Employee Information” tab at the top of the page
6. To withdraw the report, click the “Withdraw Report” button in the top-right of the page

e After all information is entered,
select “Save” to save the data

e e The Portal will validate the entries
3260000000150 WAAS jUSt made
unt yer DL ber @
Aeme Water Works I e Select “Cancel” to revert all changes
e @ - er CASEIN @
Cancel Save ( )

'

Record the Submission Upload ID. It is used when importing a data file containing establishment
information and employee detail records.
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5.2.3 Step 3: Correct Data Errors

Pay Data Report Submission Details

o If the Portal identifies errors during
validation, an error message will

.
displays

Step 1: Employer Inf Step 2: Establishment & Employee Information  Step 3: Certify and Submit L4 NaVigate tO the data f|e|d indicated
Employcrlnform;n in the error message and correct the

Manually complete the Employer Information record below data
1. Click the pencil icon in any field to enter values ) .
2.* indicates a required field e Repeat this step for all errors listed

3. To save changes, select "Save”

4, To reset data to the original values and NOT save changes, select "Cancel”

5. When complete, click the "Step 2: Establishment & Employee Information™ tab at the top of the page
. To withdraw the report, click the “Withdraw Report” button in the top-right of the page

in the message on the page

PDRS-20210701-3 New

Subm o
32er0000000I5nWAAS

) - e After all information is corrected,
Aame Water Works - Inc Raviaw thefollowin fekcs select “Save” to save the data

+ Employer CASEIN

* Employer o

= e The Portal will re-validate the

A . .
e < > entries just made

N’

e Select “Step 2: Establishment &
Employee Information” to continue
with the report
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5.3 Enter Establishment Information & Employee Detail

5.3.1 Option I: Create a Report by Uploading an Employer-Prepared Excel or .CSV File

This option is for employers that choose to download and prepare the Pay Data Report template

Option | (Excel) or produce a .CSV file containing the information required in the Pay Data Report. For details
on preparing the Excel or .CSV files, see: Appendix A: Building the CA Pay Data Report Excel File or
Create a Report by Appendix B: Building the CA Pay Data Report .CSV File

Uploading Employer-

The flow diagram below shows the steps in Option I. Detailed instructions for completing each step
Prepared File are provided on the following pages.

Step 6a:
Correct Data
Errors in Portal

Step 1: Step 2:
View Pay Data Create a New
Reports Report

Step 3:
Complete
Step 1

Step 4:
Complete
Step 2

Step 5: Step 7:
Upload Excel Complete
or .CSV File Step 3

Step 6h:
Withdraw
Report

Step 5a describes how to use the Portal to correct data errors found in uploaded files. After corrections are made, employers are
encouraged to download the updated data for their records (note that the Portal only provides Excel download:s).

Alternatively, employers can choose to fix data errors found by the Portal in their source files and then re-upload a corrected file. If
so, Step 5 can be skipped, and instead, Step 6b should be performed to withdraw the erroneous file from the Portal.
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5.3.1.1 Step 1: Prepare Excel or .CSV File

Home Pay DataReports

Pay Data Report Submission Details

Withdraw Report

Step 1: Employer Information  Step 2: Establishment & Employee Information  Step 3: Certify and Submit

Section II: Establishment Information & Employee Details
Data records can be imported (suggested) or entered manually.

Option 1: Import
To import the data records, a prepared Excel or .CSV file can be used
1. Upload an Excel file
a Download the California Pay Data Report Template.
b. Fill in the "PayDataReport” worksheet following the isntructions provided in the template to create the Section |l data records
c. Save the worksheet locally as a new Excel file
d. Upload the Excel file by selecting "Upload Data File."
e Edit the report as needed and correct any error identified by the portal's validation processes
2. Upload a .CSV file
a. Prepare a .CSV file with the required data (See detaild .CSV specification in the user guide). Example file.
b. Upload the .CSV file by selecting "Upload Data File"
< Edit the report as needed and correct any errors identified by the portal's validation processes
3. When complete, click on move on the "Step 3: Certify and Submit" tab at the top of the page.

4, To withdraw the report, click the "Withdraw Report" button in the top right cort f the page
O Download Template
Section Il Data Import
O I, Upload DataFile

Return to top

e Select “Download Template” and
save the Pay Data Report Template
(Excel) on a local computer

e Fill in the required data consistent
with the instructions provided in the
template (and in Appendix A)

e Alternatively, employers can skip
downloading the template and
prepare a .CSV file consistent with
the instructions in Appendix B

e The prepared Excel or .CSV file can
be uploaded directly into the Portal

e Select “Upload Data File” to begin
the process
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5.3.1.2 Step 2: Obtain the Submission Upload ID

Home Pay Data Reports O
Pay Data Report Submission Details

e Select “Step 1: Employer

O O Information” from the tab bar

Step 1: Employer Information Step 2: Establishment & Employee Informatio Step 3: Certify and Submit
Employer Information
Manually complete the Employer Information record below.

1. Click the pencil icon in any field to enter values
2. * indicates a required field

e The Portal assigns a unique

3.To save changes, select "Save" Submission Upload ID for the report
4. To reset data to the original values and NOT save changes, select "Cancel"
5. When complete, click the "Step 2: Establishment & Employee Information” tab at the top of the page ° Copy thIS Value as it W|” be required

6. To withdraw the report, click the “Withdraw Report” button in the top-right of the page

in the import data file for
5 Establishment Information and
Employee Detail records

- = She AN
Enplyer-Leel Clriying Remarks® Aiated 10 e After recording the Submission
Upload ID, select “Step 2:

Establishment& Employee
Information from the tab bar

The Submission Upload ID value provided on Step 1: Employer Information is a required value for
the import file to correctly process the establishment information and employee detail records. It
is the unique identifier that links the imported records to the pay data report.
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5.3.1.3 Step 3: Upload the Excel or .CSV File

& Bob Roberts

Home Pay DataReports

Pay Data Report Submission Details

Step 1: Employer Informatior Step 2: Establishment & Employee Information

Section II: Establishment Information & Employee Details
Data records can be imported (suggested) or entered manually.

Option 1: Import
To import the data records, a prepared Excel or .CSV file can be used
1. Upload an Excel file
a Download the California Pay Data Report Template.
b. Fill in the "PayDataReport” worksheet following the isntructions provided in the template to create the Section |l data records
c. Save the worksheet locally as a new Excel file
d. Upload the Excel file by selecting "Upload Data File."
e. Edit the report as needed and correct any error identified by the portal's validation processes
2. Upload a .CSV file
a. Prepare a .CSV file with the required data (See detaild .CSV specification in the user guide). Example file.
b. Upload the .CSV file by selecting "Upload Data File"
< Edit the report as needed and correct any errors identified by the portal's validation processes
3. When complete, click on move on the "Step 3: Certify and Submit" tab at the top of the page.
4, To withdraw the report, click the "Withdraw Report” button in the top right comer of the page

Download Template

Section Il Data Import

I, Upload DataFile

Return to top

e Select “Upload Data File” to begin
the upload process

e The portal will display the managed
import pop up
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e Select “Upload File”

e The Portal will then issue a prompt
to identify the locally stored Excel
file to be uploaded

Simpleimport Start Again
> Managed Import i

e Alternatively, the import file can
O & Upload il simply be dragged and dropped into
the pop up

or Drop File
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e The portal displays the current file
import status as stages

[ Simpleimport

Managed Import e The Uploaded status indicates the

A mport file has been uploaded into
the portal

a Copy of SimpleImport Template File xlsx

siexa e The Processed status indicates that
the file is the correct type and its
structure is valid

e The Imported status indicates that
the data records have been inserted
into the pay data report

The time it takes for the portal to complete the import process depends on the number of records
in the import file. It is recommended that users leave this pop up open until the process is
finished.
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e The portal displays the results of the
import process, including summary

- [ Start Again of all inserted records

T T T T

Copy of SimpleImport Template File xlsx
34 6KB

Inserted 3 Establishment Information 10 Employee Details | 1 Error O
Jownload error file

e Select “Revert” to undo all changes

e The portal also displays the total
errors

e This removes all records inserted
into the pay data report

e Select “Download success file” to
view all successfully inserted
records

e Select “Download error file” to view
all errors encountered by the portal
during the upload process (see Step
5 for details)

O

e Select “Done” when finished
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5.3.1.4 Step 4: Review Pay Data Report

‘ ’ Establishment Information (3) New O
Establishment Name Establishment ID Street Addres: City
Acme W, Station 1000 (AB66242 1234567 1234 Main Avenue S to

v e The portal displays the imported
Establishment Information records
towards the bottom of the page

e Review the records to ensure they
New imported as expected

Pay Band e Select an Establishment Name to
ebitincabidot ol ekt sl view the record’s detailed
information, including all associated
Employee Detail records for the
establishment

4 4 4 4 4«

ion Center: 800-884-1684 (voice), 8
Relay Service at 711 | paydataure

700-2320 (TTY) or

e The portal displays the imported
Employee Detail records at the
bottom of the page

e Review the records to ensure they
imported as expected

e Select an Employee Detail Name to
view the record’s detailed
information, including the
associated establishment
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5.3.1.5 Step 5: Correct Data Errors

Wasa
Californi
aPay  Wasan
Total Data EEO-1 Is this
Number Report Report establish .
of filed for filedfor ment the e If “Download error file” was
employe this this employe Number Row-
simplelm esat establish establish ¢'s Job Race/Eth of Level Establish Employe | d H h d I d
port: row Row Submissi Establish Address  Address 2P NAICS  Major  Establish ment last ment last headquar Category nicity/Se Pay Employe Total  Clarifying ment e Details selected in the manage up Oa pop
number Number onlD  mentlD Name Linel®* |Line2 City*  State* Code® Code* Activity® ment* year?® year?® ters?® = x* Band*  es* Hours® Remarks Name Name  Simplelmport: error

same Non- up (see Step 3), open the
e e o O e ssomesan 4 vaoe downloaded .CSV file to view all

Ine- selland level  Latino- of incorrect type:
Station install officials Female - SUBMISSIONUPLOADID;E errors encounte red by the po rtal
SUBMISSI 1000 1230 water and Black or mployee_Detail_c:
ONUPLO (AB66242 Main sacrame supply manager African  $163,800- Establishment_Informatio d H h I d
1 1 ADID 1234567 ) Avenue Suite 500 nto ca 95825 221310 systems 75 No Yes Yes s American $207,999 1 1987 n_cobject not found uring theu pload process

e The column entitled Simplelmport:
error displays the error

¢ In the screenshot, the error is
stating that the Submission Upload
ID is not valid and the record was
not imported

e This can be corrected manually (see
Option Il, Step 2) or by correcting
the import file and reuploading it

(see Step 3)
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5.3.2 Option II: Create a Report by Using the Portal’s Fillable Forms

Option Il Instead of creating an Excel or .CSV file with the employer’s data and uploading that file to the
Portal (Option 1), an employer may use the online fillable forms available in the Portal to

Create a Report by manually enter the Pay Data Report information.

Using the Portal’s
Fillable Forms

The flow diagram below shows the steps required to manually create a Pay Data Report using
Option Il. Detailed instructions for completing each step are provided on the following pages.

Step 7a:
Correct Data
Errors in Portal

Errors
cleared?

Step 1: Step 2: Step 3: Step 4: Step 5: S:!:ef: Step 8:
View Pay Data Create a New Complete Complete Enter Emplovee Complete
Reports Report Step 1 Step 2 Establishments Dstazs Step 3

Step 7b:
Withdraw
Report

When filling in the online forms at Steps 5 and 6, follow the instructions for each data field provided in the
Pay Data Report template (Excel) or this user guide’s Appendix B.
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5.3.2.1 Step 1: Report Navigation

Home Pay Data Reports

Pay Data Report Submission Details

Withdraw Report

Step 2: Establishment & Employee Information

Section II: Esta ment Information & Employee Details
Data records can be imported (suggested) or entered manually.

Option 2: Manual Entry
To create the data records manually, enter the Establishment Information and associate it to all applicable Employee Detail Records
1. Enter the Establishment Information
a. In the Establishment Information Widget, click the "New" button
b. Enter the required information in the fillable form available within the portal to create the Establishment Information Record
<. When entering the required information online, follow the instructions provided in the California Pay Data Report Template or the user guide's Appendix B
d. Edit the report as needed and correct any errors identified by the portal's validation processes
e. Cancel /Save & New / Save
2. Enter the Employee Detail
a. In the Employee Details Widget, click the "New" button
b. Select the Establishment Name the Employee Detail record is associate to
c. Enter the required information in the fillable form available within the portal to create the Employee Detail record
d. When entering the required information online, follow the instructions provided in the California Pay Data Report Template or the user guide's Appendix B
e. Edit the report as needed and correct any errors identified by the portal's validation processes
t. Cancel / Save & new / Save
3. When complete, navigate to the "Step 3: Certify and Submit” tab at the top of the page
4, To withdraw the report, click the “Withdraw Report” button in the top-right of the page

Establishment Information (0)

a Employee Details (0) O New

Pay data reports cannot be certified until a complete Establishment Information record and a
complete Employee Detail record have been added to the report.

Return to top

e Each tab corresponds to a step
required to complete the pay data
report submission

e Clicking on a tab will display that
step

¢ In the Establishment Information
grid, select “New” to create an
establishment

e The New Establishment Information
pop up displays
e This is required to certify a report

e See Step 2 for details

¢ |In the Employee Details grid, select
“New” to create an employee detail
record

e The New Employee Detail pop up
displays

e This is required to certify a report

e See Step 3 for details
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5.3.2.2 Step 2: Enter Establishment Information

Return to top

New Establishment Information

Information
*Pay Data Repor

[ rors-20210701-4

Establishment Name and Address

* Establishment MName

Establishment Details

*Pay Data Report Submitted in Prior Year?

No

O

e Enter all required information in the
New Establishment Information pop
up

e Required fields are denoted with a
red asterisk ( * ) at the beginning of
the field name

O

e After all information is entered,
select “Save” to save the data

e The Portal will validate the entries
just made

e If errors exist, an error message will
display at the top of the page

¢ Navigate to the data field indicated
in the error message and correct the
data

e Repeat this step for all errors listed
in the error message at the top of
the page

e Select “Cancel” to revert all changes

e Select “Save & New” to display a
new pop up to create an additional
establishment
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5.3.2.3 Step 3: Enter Employee Details

New Employee Detail O

Information e Enter all required information in the
Employee Oscilame New Establishment Information pop
R e Required fields are denoted with a

Reresisameron red asterisk ( * ) at the beginning of

the field name

O

e After all information is entered,
select “Save” to save the data

Search Establishment Information.,

e The Portal will validate the entries
just made

Cancel Save & New -

e If errors exist, an error message will
display at the top of the page

¢ Navigate to the data field indicated
in the error message and correct the
data

e Repeat this step for all errors listed
in the error message at the top of
the page

Employee detail records are associated to a specific establishment. Previously entered

establishments can be selected in the Establishment Name field. Therefore, it is possible for nearly

identical employee detail records to exist where the Job Category, Pay Band, and

Race/Ethnicity/Sex fields are the same while the establishment the record is associated to is

different. e Select “Cancel” to revert all changes

e Select “Save & New” to display a
new pop up to create an additional
employee detail record
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5.3.2.4 Step 4: Correct Data Errors

New Employee Detail

These required fields must be completed: Job Category, Total Number of Employees, Race/Ethnicity/Sex, Total Hours,

Establishment Name

Information

PDRS-20210701-4

Required Information

* Establishment 1

I Search Estat

Complete this field

I --None--

Complete this field
Pay Band @

-None-

Cancel

Return to top

O

o If the Portal identifies errors during
validation, an error message will
display at the top of the page

¢ Navigate to the data field indicated
in the error message and correct the
data

e Repeat this step for all errors listed
in the message on the page

O

e After all information is corrected,
select “Save” to save the data

e The Portal will re-validate the
entries just made
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& Bob Roberts

Home Pay Data Reports

Pay Data Report Submission Details

Withdraw Report

Step 2: Establishment & Employee Inf| Step 3

Section II: Establishment Information & Employe' tails
Data records can be imported (suggested) or entered manually
Option 2: Manual Entry
To create the data records manually, enter the Establishment Information and associate it to all applicable Employee Detail Records
1. Enter the Establishment Information
a. In the Establishment Information Widget, click the "New" button
b. Enter the required information in the fillable form available within the portal to create the Establishment Information Record
<. When entering the required information online, follow the instructions provided in the California Pay Data Report Template or the user guide's Appendix B
d. Edit the report as needed and correct any errors identified by the portal's validation processes
e. Cancel /Save & New / Save
2. Enter the Employee Detail
2. In the Employee Details Widget, click the "New" button
b. Select the Establishment Name the Employee Detail record is associate to
c. Enter the required information in the fillable form available within the portal to create the Employee Detail record
d. When entering the required information online, follow the instructions provided in the California Pay Data Report Templale or the user guide's Appendix B
e. Edit the report as needed and correct any errors identified by the portal's validation processes
. Cancel / Save & new / Save
3. When complete, navigate to the "Step 3: Certify and Submit" tab at the top of the page
4, To withdraw the report, click the "Withdraw Report” button in the top-right of the page

Establishment Information (3) New
Establishment Name Establishment ID Street Addres City
Acme Water Works - Inc - Station 1 7 v
Inc - Statior -
Ag k Statior 12 R v
a Employee Details (6+) New
Employee Detail Name Establishment Name Job Category Pay Band
PDEDJ3569861 Acme Water Works - Inc - Station 1000 (AB646242 1 - Executive senior level officia J ge 1 $207,999 v
PDED3569862 Acme Water Works - Inc - Stat X B&S: 2-F level offi 4 age 10-$128,940 - $163,799 v
PDED & Inc - Station 1 Fil © ar 10 50 - $163,79 v
PDED Inc - Statior Sal s v
Ir Statior dale: @ > ) v
549866 Acme Water Works - Inc - Stat )00 (AB&S: 4-Te 9-8101.920-§ -
View Al

Return to top

e Select “Step 3: Certify and Submit”
to continue with the report

e See 5.4 — Certifying the Report for
details
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5.4 Certifying the Report
5.4.1 Step 1: Enter Report Contact Information

&) Bob Roberts

Home Pay Data Reports

Pay Data Report Submission Details
e Select “Certify and Submit” to

display the Certification &
Submission pop up
1: Em r Informatior Step 2: Est hment & ee Informatior Step 3: Certify and Submit

Once your report is final and ready for submission, an authorized official of the employer should certify that the information reported is accurate and prepared in accordance with the instructions by
clicking the “Certify and Submit” button below.

Once certified, you will no longer be able to revise your report. In the event you need to make a revision, start the process over and submit the corrected report, explaining the correction(s) in the
applicable remarks field(s)

To withdraw the report, click the “Withdraw Report” button in the top-right of the page

O Certify and Submit

Communication Center: -700-2320 (TTY) or
California's Relay Service at 711 eporting@dfeh.ca.gov

When selecting “Certify and Submit” the portal conducts an audit to confirm that at least one
Establishment information record and one Employee Detail record have been added to the report. If
the condition is not met, select “X” and refer to 5.3 Enter Establishment Information & Employee
Details.
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Certification & Submission O

Please enter the contact information of the individual that can be contacted regarding this report. If H H H H
I e e Enter all required information in the
Certification & Submission pop up

e Required fields are denoted with a
red asterisk ( * ) at the beginning of
the field name

O

e After all information is entered,
select “Next” to save the data

e The Portal will validate the entries
just made

e If errors exist, an error message will
display at the top of the page

¢ Navigate to the data field indicated
in the error message and correct the
data

e Repeat this step for all errors listed
in the error message at the top of
the page
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5.4.2 Step 2: Enter Certifying Official Information

Certification & Submission O

regarding this report also the Person Certitying it? . . e . T
’ ) e Indicate if the certifying official is
the same as the report contact

o If “No” is selected, enter all required
information in the Certification &
Submission pop up

e Required fields are denoted with a
red asterisk ( * ) at the beginning of
the field name

O

e After all information is entered,
select “Next” to save the data

previoss [ e The Portal will validate the entries
just made

o If errors exist, an error message will
display at the top of the page

¢ Navigate to the data field indicated
in the error message and correct the
data

e Repeat this step for all errors listed
in the error message at the top of
the page

e Select “Previous” to edit the contact
information
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e Indicate if the certifying official is
the same as the report contact

Certification & Submission

Related Establishment Records: 3

Related Employee Details Records: 10

“ ” .
Report Certifer e If “Yes” is selected above, select
Please enter the contact information of the individual that is certifying this report as true and accurate.

Hhi s Yol please re- e your Information below “Next” to save the data
* 15 the Person to Contact regarding this report also the Person Certifying it? . .
" O e Select “Previous” to edit the contact

information
Previous

es, It s the same person
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5.4.3 Step 3: Enter Optional Remarks and Certify

e Enter any remarks or notes about
the pay data report

Certification & Submission O

Related Establishment Records: 3

Related Employee Details Records: 10 e Select “Next” to certify the report

e Select “Previous” to edit the
certifying official information
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@ 6o Roberts

Home Pay Data Reports

Certification Completed

Pay Data Report #: PDRS-20210701-3
Certificate Date: 07/01/2021
Reporting Year: 2020

Thank you for submitting your pay data report to DFEH.
A copy of your Certified Report is now available for review when accessing the Pay Data Reporting Portal.
Why should | review my pay data report?

Employers should review their pay data reports to ensure their submitted reports are complete and accurate, and comply with Gov.Code $ 12999 and related authorities. DFEH
also encourages employers to closely and regularly review their pay data reports, pay and other employment records, and pay and other employment practices in order to
facilitate compliance with equal pay and anti-discrimination laws.

‘ ’ Click here to view existing Pay Data Report Submissions

700-2320 (TTY) or

ting@dfeh.ca.gov

Communication Center: 800-8
California's Relay Service at 71

Return to top

e The pay data report has been
certified

e An email confirming the certification
will be sent to the certifying
official’s email address as entered
into the portal

e Select “Click here to view existing
Pay Data Report Submissions” to
exit
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5.5 Withdrawing the Report

Home Pay DataReports

Pay Data Report Submission Details e Y .
e Select “Withdraw Report” to display

the Withdraw Pay Data Report pop
up

Step 1: Employer Information  Step 2: Establishment & Employee Information  Step 3: Certify and Submit

Employer Information

Manually complete the Employer Information record below
1. Click the pencil icon in any field to enter values.
2. " indicates a required field
3. To save changes, select "Save".
4. To reset data to the original values and NOT save changes, select "Cancel”
5. When complete, click the "Step 2: Establishment & Employee Information” tab at the top of the page
4. To withdraw the report, click the “Withdraw Report” button in the top-right of the page

Emplayer D ber@
Employer-Level 2 Remzrksi@ Affiliated FEINS@
w Summary
Reporting Yea Emp Owmershipl)
2020 No
Snapshat Period Begin Date@ Snapshat Pericd End Date@
10/16/2020 10/31/2020
mplayer's T: A ments@
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e Confirm the intention to withdraw
the pay data report

Withdraw Pay Data Report O
ou wish to withdraw and close this submission?
nd clos

e Select “Next” to withdraw the
report
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@ 6o Roberts

Home Pay Data Reports

Confirmation of Withdrawal e Select “Click here to go home” to
exit

The following Pay Data Report has been Withdrawn:

Pay Data Report #: PDRS-20210701-4
Date Withdrawn: 07/01/2021

O Click here to go home

Communication Center: 80
California's Relay Service

800-700-2320 (TTY) or
r

orting@dfeh.ca.gov
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6. Accessing In-Process Reports

@ sobroberts

[ Pay Data Reports

Welcome to the California Pay Data Reporting Portal

California law (Government Code §12999) requires employers with 100 or more employees to annually submit data on the pay, hours worked, and demographics of their employees to the California
Department of Fair Employment and Housing (DFEH). For more information about this law and filing requirements, visit: www.dfeh ca gov/paydatareporting. The first filing deadline was March 31
2021, and annually thereafter on March 31

Employers must use this portal to submit their pay data reports to DFEH. The high-level steps to submit the report are

1. Register and create a log-in to the portal

2. Provide employer demographic information

3. Provide pay data information in one of three ways
a Upload Excel file
b. Upload CSV
«. Complete on-line forms

Prior to certification of a report, an employer may re-enter the portal to change their report using their login credentials. After certification, the employer can access a read-only version of their certified
pay data reports. If an employer needs to revise information previously certified, the employer must start a new report and explain the correction in the remarks section of the report

Instructions are provided within the portal, in the user guide, and in the FAQs available at: www.dfeh ca gov/paydatareporting

< View My Pay Data Reports

Center: 800-684-1
California's Relay Service at 7

700-2320 (TTY) or

Communicatic

Return to top

e An in-process Pay Data Report (i.e.,
a report that is not yet certified) can
be viewed and edited using your
login credentials

e Login into the portal as a returning
user (see Option |lI: Existing User
Login)

e To begin the process, select “View
My Pay Data Reports”
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& Bob Roberts

Home Pay DataReports

Pay Data Reports

Verify your employer information below. If it is your first time logging into the porial, you can maich with an existing employer based on prior pay data reporis or create a new Employer.

To submit a Pay Data Report, click the “Start a new Pay Data Report” button. You will be prompted to complete the Section I: Employer Information data record. When compléte, click the “Next” bution. A new report will be added
to the Pay Data Reports table below. Click the “Pay Data Report Name” link in the table to continue creating the report

To continue editing an existing pay data report, click the “Pay Data Report Name” link in the table below. Only reports with a “New” status can be edited.

Reports that are not yet certified can be withdrawn at any time. While viewing the report, click the “Withdraw Report” button in the top-right to update the report's status to “Withdrawn’

My Employer: Acme Water Works - Inc

FEIN: 123456789 Address:
SEIN: 12345678 1234 Main Avenue, Suite 500
DUNS: 987654321 Sacramento, CA 958250100

NAICS: 221310

Edit Employer Information

Start a new Pay Data Report

Pay Data Reports Shared O v
tems o ta Report Mame » dat rts » Updat i earch thislist g-
Pay Data Report Na... T ~ | Status ~ | Account ~ | Employer Name ~ | Employer CA... ~ | Employer FEIN ~ | Reporting... ~ | Snapshot Peri... v | Snapshot Per v
O PDRS-20210701 ertified Acme Water Works - Inc Acme Water Works - Inc 12345678 123454789 2020 10/16/2020 10/31/2020 v

PDRS-20210701-4 Withdrawn Acme Water Works - Inc Acme Water Works - Inc 12345678 123456789 2020 10/16/2020 10/31/2020 A

PDRS-20210701 New Acme Water Works - Inc Acme Water Works - Inc 12345678 123456789 2020 10/16/2020 10/31/2020 v

Return to top

e The portal will display all reports
associated with the login

e Select the “Pay Data Report Name”
for the report to be viewed

o If the Status indicates New, the
report can be edited, withdrawn, or
certified (see Section 5 for details)

o |f the Status indicates Withdrawn or
Certified, the report can be viewed
but is not editable
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Appendix A: Building the California Pay Data Report Excel File

The template is an Excel file and can be used by employers to create their California Pay Data Report for submission to DFEH. The template
includes four worksheets: the actual “PayDataReport” that an employer fills in to create its report; “Instructions” for filling out the
PayDataReport worksheet; and two example reports (one for a single-establishment employer and one for a multiple-establishment
employer). An employer using the template to create its report should perform the following steps.

1. Review and follow the instructions in DFEH’s FAQs on how to identify the employees and establishments to be reported on, and on
how to identify or calculate employees’ job category, pay, race, ethnicity, sex, and hours worked, among other topics.

Download the template at https://pdr.dfeh.ca.gov/Auth/DownloadTemplate?jobType=EPD 2020

3. Review and follow the “Instructions” worksheet in the template and the defined steps to build the “PayDataReport”. The
instructions provide descriptions for each field included in Section Il — Establishment Information and Employee Detail.
4. Review the examples

e "Example - Single Establishment" illustrates a completed PayDataReport by a single-establishment employer.
e "Example - Multi Establishment" illustrates a completed PayDataReport by a multi-establishment employer.
Enter the required and optional information on the “PayDataReport” worksheet.

When complete, see Option |: Create a Report by Uploading an Employer-Prepared Excel or .CSV File of this User Guide to begin the
upload process using the Portal.
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Appendix B: Building the California Pay Data Report .CSV File

Appendix B provides detailed specifications for the creation of a California Pay Data Report in Comma-Separated Value (.CSV) file format.

For reference, download an example report in .CSV format at: https://pdr.dfeh.ca.gov/dfeh/CaliforniaPayDataReport Template.csv

Employers submitting through the .CSV upload process must create a .CSV file which contains Section Il — Establishment Information and
Employee Detail records.- These records contain detailed rows for each combination of Establishment, Job Category, Race/Ethnicity/Sex, and
Pay Band information. Employers should review the record layout and row level file specification in sections B.3 and B.4 for the detailed
requirements and steps required to create this record type.

Note: This .CSV file format was designed to support “Save as .CSV” from the provided template (Excel file). Due to this consideration, there
are several static items (titles, column names, asterisks, etc.) that you would not normally see in a .CSV file. These static items must be
provided exactly as specified for the file to be processed correctly.

B.1 Section Il — Establishment Information and Employee Detail Record Layout

Section Il — Establishment Information and Employee Detail requires employers to enter detailed information for each employee detail
combination of establishment, job category, race/ethnicity/sex, and pay band. This record type includes a static row to support the header,
containing the list of fields. Under this static header, employers may provide as many detailed records as it takes to report each employee
detail combination.

Note: Commas are used to separate columns in a .CSV file. For that reason, do not include additional commas in any of your provided values
(names, addresses, comments, etc.).

Table 1 defines the record layout for Section Il — Establishment Information and Employee Detail.

Table 1 - Section Il - Establishment Information and Employee Detail Record Layout

Field Format Maximu | Values, Remarks, and Other Instruction
m
Length
1 Submission XXXXXXXXXXXXXX | Alphanum | 18 Enter the Submission Upload ID for the Pay Data Report. Can be found in Yes
Upload ID* XXXX eric the Section | data record.
2 Establishment XXXXXXXXXX Alphanum | 10 Enter the applicable EEO-1 company ID (single-establishment employers) No
ID eric or EEO-1 establishment ID (multiple-establishment employers).
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Colu Field Format Maximu | Values, Remarks, and Other Instruction
mn # m
Length

3 Establishment Alphanum | 100 Enter the name of the establishment. Yes
Name* eric

4 Address Line 1* Alphanum | 200 Enter address line 1 of the establishment. Yes

eric

5 Address Line 2 Alphanum | 200 Enter address line 2 of the establishment. No

eric

6 City* Alphanum | 50 Enter city of the establishment. Yes

eric

7 State* XX Alphanum | 2 Enter establishment two character state code. If the employer needs a Yes

eric value that is not a US State or Washington DC, select "OT".

8 ZIP Code* XXXXXXXXXX Alphanum | 10 Enter the 5-10 character ZIP code of the establishment. Yes

eric

9 NAICS Code* 999999 Numeric 6 Enter the North American Industry Classification System code (NAICS) of Yes

the establishment. See www.naics.com/search.

10 Major Activity* Alphanum | 500 Describe the major activity or activities of the establishment. Include the Yes

eric specific type of product or type of service provided, as well as the principal
business or industrial activity. Be specific, e.g., manufacturing steel casings,
retail grocer, wholesale plumbing supplies, title insurance, etc.

11 Total Number 9999999999 Numeric 10 Enter the total number of employees at the establishment across all job Yes
of Employees at categories, pay bands, races, ethnicities, and sexes during the snapshot
Establishment* period. Include both employees working inside and outside of California.

12 Was a California | “Yes” or “No” Alphanum | 3 Enter "Yes" if the employer submitted a California Pay Data Report in the Yes
Pay Data Report eric year prior to the current Reporting Year. Enter "No" if the employer did not
filed for this submit a California Pay Data Report in the year prior to the current
establishment Reporting Year. For the report due to DFEH by March 31, 2021 (covering
last year?* the 2020 Reporting Year), the entry will be "No" for all employers.

13 Was an EEO-1 “Yes” or “No” Alphanum | 3 Enter "Yes" if the employer submitted any type of federal EEO-1 report in Yes
Report filed for eric the year prior to the current Reporting Year for this establishment. Enter
this "No" if the employer did not submit any type of federal EEO-1 report in the
establishment year prior to the current Reporting Year for this establishment.
last year?*
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Colu Field Format Maximu | Values, Remarks, and Other Instruction
mn # m
Length
14 Is this “Yes” or “No” Alphanum | 3 Every employer has one and only one headquarters. Enter "Yes" if this Yes
establishment eric establishment is the employer's headquarters. Enter "No" if this
the employer's establishment is not the employer's headquarters.
headquarters?*
15 Job Category* 99 Alphanum | 49 Enter one of the following Job Category codes: Yes
eric

1 - Executive senior level officials and managers
2 - First or mid-level officials and managers

3 - Professionals

4 - Technicians

5 - Sales workers

6 - Administrative support workers

7 - Craft workers

8 - Operatives

9 - Laborers and helpers

10 - Service workers

All jobs are considered as belonging in one of these ten categories. Follow
EEOC guidance for assigning employees to job categories.

16 Race/Ethnicity/ | XXX Alphanum | 86 Enter one of the following Race-Ethnicity-Sex codes: Yes
Sex* eric

A10 - Hispanic/Latino - Male

A20 - Hispanic/Latino - Female

A30 - Hispanic/Latino - Non-Binary

B10 - Non-Hispanic/Non-Latino - Male - White

B20 - Non-Hispanic/Non-Latino - Male - Black or African American

B30 - Non-Hispanic/Non-Latino - Male - Native Hawaiian or Other Pacific
Islander

B40 - Non-Hispanic/Non-Latino - Male - Asian

B50 - Non-Hispanic/Non-Latino - Male - American Indian or Alaskan Native
B60 - Non-Hispanic/Non-Latino - Male - Two or more races

C10 - Non-Hispanic/Non-Latino - Female - White

C20 - Non-Hispanic/Non-Latino - Female - Black or African American
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Colu Field Format Maximu | Values, Remarks, and Other Instruction
mn # m
Length

C30 - Non-Hispanic/Non-Latino - Female - Native Hawaiian or Other Pacific
Islander

C40 - Non-Hispanic/Non-Latino - Female - Asian

C50 - Non-Hispanic/Non-Latino - Female - American Indian or Alaskan
Native

C60 - Non-Hispanic/Non-Latino - Female - Two or more races

D10 - Non-Hispanic/Non-Latino - Non-Binary - White

D20 - Non-Hispanic/Non-Latino - Non-Binary - Black or African American
D30 - Non-Hispanic/Non-Latino - Non-Binary - Native Hawaiian or Other
Pacific Islander

D40 - Non-Hispanic/Non-Latino - Non-Binary - Asian

D50 - Non-Hispanic/Non-Latino - Non-Binary - American Indian or Alaskan
Native

D60 - Non-Hispanic/Non-Latino - Non-Binary - Two or more races

For detailed instructions on how to identify employees' race, ethnicity, and
sex, see Part Il of DFEH's FAQs:
https://www.dfeh.ca.gov/paydatareporting/fags

17 Pay Band* 99 Numeric 24 Enter one of the following Pay Bands codes: Yes

1-519,239 and under
2-519,240 - $24,439
3-$24,440 - 530,679

4 -$30,680 - $38,999
5-539,000 - $49,919

6 - $49,920 - $62,919

7 - $62,920 - $80,079

8 -580,080 - $101,919
9-$101,920 - $128,959
10 - $128,960 - $163,799
11 -$163,800 - $207,999
12 - $208,000 and over
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Colu Field Format Maximu | Values, Remarks, and Other Instruction
mn # m
Length

To identify the particular pay band in which to count an employee, use the
earnings shown in "Box 5 — Medicare wages and tips” of the employee's
IRS Form W-2. If any employee has wages not reported in Box 5, as may be
the case for an H-2A visa holder for example, use W-2 Box 1 for that
employee and note this in the associated remarks field. For additional
instructions on how to identify an employee's pay, see Part IV of DFEH's
FAQs: https://www.dfeh.ca.gov/paydatareporting/fags.

Additional info can be found at:
https://www.eeoc.gov/sites/default/files/migrated_files/femployers/eeol/
jobclassguide.pdf

18 Number of 9999999999 Numeric 10 Enter the total number of employees with the specified combination of Job | Yes
Employees* Category, Race/Ethnicity/Sex, and Pay Band in the snapshot period. If zero,
you do not need to enter a row.
19 Total Hours* 9999999999 Numeric 10 Enter the total hours worked in the reporting year of all the employees Yes

reported (i.e., all of the employees with the specified combination of Job
Category, Race/Ethnicity/Sex, and Pay Band in this row). Round to the
nearest whole number.

For detailed instructions on how to calculate employees' hours worked,
see Part V of DFEH's FAQs:
https://www.dfeh.ca.gov/paydatareporting/faqgs

20 Row-Level Alphanum | 500 Enter any clarifying remarks for the entire row. No
Clarifying eric
Remarks
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B.2 Section Il — Establishment Information and Employee Detail File Specification

Table 2 provides a row level example of the data that must be entered to create Section Il of the .CSV file. Section Il - Establishment
Information and Employee Detail records allow the employer to define their employee groups defined by job category, race/ethnicity/sex,
and pay band for each establishment.

1. Provide the header row containing the list of detailed fields delimited by a comma on row 1. Each field in Table 1 above must be
included in the header definition.

2. Starting on row 2, provide a row for each combination Job Category, Race/Ethnicity/Sex, and Pay Band for employees who work at
the establishment. Employers should populate the detailed rows based on the specification defined in Table 1 above. Each value
must be delimited by a comma.

3. Repeat step 2 starting on row 3, providing the remaining combinations of job category, race/ethnicity/sex, and pay band for
employees for each of the employer’s establishments. A single row per combination must be provided, using as many rows as it
takes to provide a complete report.

The Submission Upload ID value is unique for each Pay Data Report and is used to associate the records included in the file to the
report. This unique value can be found in Step 1: Employer Information in the Submission Upload ID field. This value is represented
in Table 2 as “SUBMISSIONUPLOADID”.

Table 2 - Establishment Information and Employee Detail — Row Level Example

Row | Field Type Employer Data Examples

#

1 Static Item: The example text Submission Upload ID*,Establishment ID,Establishment Name*,Address Line 1* ,Address Line 2,City*,State*,ZIP
provided must be provided Code*,NAICS Code*,Major Activity*, Total Number of Employees at Establishment* ,Was a California Pay Data

exactly as specified on this row. | Report filed for this establishment last year?*,Was an EEO-1 Report filed for this establishment last year?*,Is this
establishment the employer's headquarters?*,Job Category*,Race/Ethnicity/Sex*,Pay Band* ,Number of
Employees*, Total Hours*,Row-Level Clarifying Remarks

2 Employer detailed SUBMISSIONUPLOADID,1234567,Acme Water Works - Inc - Station 1000 (AB66242),1234 Main Avenue,Suite
establishment & employee data | 500,Sacramento,CA,95825,221310,Sell and install water supply systems,75,No,Yes,Yes,1 - Executive senior level
row 1 officials and managers,C20 - Non-Hispanic/Non-Latino - Female - Black or African American,"11 - $163,800 -

$207,999",1,1987,
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Row | Field Type Employer Data Examples

#

3 Employer detailed SUBMISSIONUPLOADID,1234567,Acme Water Works - Inc - Station 1000 (AB66242),1234 Main Avenue,Suite
establishment & employee data | 500,Sacramento,CA,95825,221310,Sell and install water supply systems,75,No,Yes,Yes,2 - First or mid-level officials
row 2 and managers,C50 - Non-Hispanic/Non-Latino - Female - American Indian or Alaskan Native,"10 - $128,960 -

$163,799",5,9050,

4 Employer detailed SUBMISSIONUPLOADID,1234567,Acme Water Works - Inc - Station 1000 (AB66242),1234 Main Avenue,Suite
establishment & employee data | 500,Sacramento,CA,95825,221310,Sell and install water supply systems,75,No,Yes,Yes,2 - First or mid-level officials
row 3 and managers,B10 - Non-Hispanic/Non-Latino - Male - White,"10 - $128,960 - $163,799",5,9112,

5 Employer detailed SUBMISSIONUPLOADID,1234567,Acme Water Works - Inc - Station 1000 (AB66242),1234 Main Avenue,Suite
establishment & employee data | 500,Sacramento,CA,95825,221310,Sell and install water supply systems,75,No,Yes,Yes,5 - Sales workers,B60 - Non-
row 4 Hispanic/Non-Latino - Male - Two or more races,"8 - $80,080 - $101,919",39,65286,

6 Employer detailed SUBMISSIONUPLOADID,1234567,Acme Water Works - Inc - Station 1000 (AB66242),1234 Main Avenue,Suite
establishment & employee data | 500,Sacramento,CA,95825,221310,Sell and install water supply systems,75,No,Yes,Yes,5 - Sales workers,C60 - Non-
row 5 Hispanic/Non-Latino - Female - Two or more races,"8 - $80,080 - $101,919",25,43950,

7 Employer detailed SUBMISSIONUPLOADID,7654321,Acme Water Works - Inc - Station 2000 (AB66243),505 Crocker
establishment & employee data | Avenue,,Rocklin,CA,95663,221311,Sell and install water supply systems,25,No,No,No,4 - Technicians,C40 - Non-
row 6 Hispanic/Non-Latino - Female - Asian,"9 - $101,920 - $128,959",7,65286,

8 Employer detailed SUBMISSIONUPLOADID,7654321,Acme Water Works - Inc - Station 2000 (AB66243),505 Crocker
establishment & employee data | Avenue,,Rocklin,CA,95663,221311,Sell and install water supply systems,25,No,No,No,5 - Sales workers,Non-
row 7 Hispanic/Non-Latino - Non-Binary - White,"8 - $80,080 - $101,919",5,65286,

9 Employer detailed SUBMISSIONUPLOADID,7654321,Acme Water Works - Inc - Station 2000 (AB66243),505 Crocker
establishment & employee data | Avenue,,Rocklin,CA,95663,221311,Sell and install water supply systems,25,No,No,No,5 - Sales workers,D20 - Non-
row 8 Hispanic/Non-Latino - Non-Binary - Black or African American,"8 - $80,080 - $101,919",13,65286,

10 Employer detailed SUBMISSIONUPLOADID,1231231,Acme Water Works - Inc - Station 3000 (AB66244),444 North 54th
establishment & employee data | Street,,Reno,NV,89501,221312,Sell and install water supply systems,50,No,Yes,No,4 - Technicians,C60 - Non-
row 9 Hispanic/Non-Latino - Female - Two or more races,"8 - $80,080 - $101,919",2,3200,

11 Employer detailed SUBMISSIONUPLOADID,1231231,Acme Water Works - Inc - Station 3000 (AB66244),444 North 54th
establishment & employee data | Street,,Reno,NV,89501,221312,Sell and install water supply systems,50,No,Yes,No,5 - Sales workers,D10 - Non-
row 10 Hispanic/Non-Latino - Non-Binary - White,"6 - $49,920 - $62,919",1,1600,

12 Employer detailed SUBMISSIONUPLOADID,1231231,Acme Water Works - Inc - Station 3000 (AB66244),444 North 54th
establishment & employee data | Street,,Reno,NV,89501,221312,Sell and install water supply systems,50,No,Yes,No,5 - Sales workers,B40 - Non-
row 11 Hispanic/Non-Latino - Male - Asian,"7 - $62,920 - $80,079",1,1750,

13 Employer detailed Continue entering combination of job category, race/ethnicity/sex, and pay band for each establishment.
establishment & employee data
row N
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Appendix C: Release Notes

Release 1.1
The following changes have been made in Release 1.1:

Artifact \ Section / Page \ Change
Excel Template Instructions Worksheet Minor clarifications, including replacing references to the EEO-1 Instruction Booklet with equivalent
guidance.

Section | — Employer Information
Section | — Employer Information
Section | — Employer Information
Section | — Employer Information
Section II.A — Establishment Information

Excel Template
Excel Template
Excel Template
Excel Template
Excel Template

Added the ability to input alphanumeric characters in the EDD ZIP Code field.

Added the ability to input alphanumeric characters in the HQ ZIP Code field.

Added the ability to input alphanumeric characters in the Parent Company ZIP Code field.
Added the ability to input alphanumeric characters in the Contact ZIP Code field.

Added the ability to input alphanumeric characters in the Establishment ZIP Code field.

User Guide N/A Minor clarifications and cleanup.

Portal Section | — Employer Information Data Record Page | Added the ability to input alphanumeric characters in the EDD ZIP Code field.

Portal Section | — Employer Information Data Record Page | Added the ability to input alphanumeric characters in the HQ ZIP Code field.

Portal Section | — Employer Information Data Record Page | Added the ability to input alphanumeric characters in the Parent Company ZIP Code field.

Portal Section | — Employer Information Data Record Page | Added the ability to input alphanumeric characters in the Contact ZIP Code field.

Portal Section Il — Establishment Information and Added the ability to input alphanumeric characters in the Establishment ZIP Code field.
Employment Detail Data Record Page

Portal Certification and Submission Page Added the ability to input alphanumeric characters in the ZIP Code field.

Excel Template

Section II.A — Establishment Information

Changed the maximum characters in the Establishment ID field from 7 to 10.

Excel Template

Section II.B — Employment Information

Clarified instructions for the Hours Worked field. The value should rounded to the nearest whole
number.

Employment Detail Data Record Page

User Guide Appendix B — B.3 Section |l — Establishment Changed the maximum characters in the Establishment ID field from 7 to 10.
Information and Employee Detail Record Layout

User Guide Appendix B — B.3 Section Il — Establishment Clarified instructions for the Hours Worked field. The value should rounded to the nearest whole
Information and Employee Detail Record Layout number.

Portal Section Il — Establishment Information and Clarified the validation message for the Hours Worked field to indicate the value must be a whole

number.

Excel Template

Section | — Employer Information

Added instructions on the use of the “OT” selection value to the EDD State, HQ State, Parent
Company State, and Contact State fields.

Excel Template

Section II.A — Establishment Information

Added instructions on the use of the “OT” selection value to the State field.

Row Level File Specification

User Guide Appendix B — B.2 Section | — Employer Information Added instructions on the use of the “OT” selection value to the EDD State, HQ State, Parent
Row Level File Specification Company State, and Contact State fields.
User Guide Appendix B — B.2 Section | — Employer Information Added instructions on where to find a complete list of Country codes to the EDD Country, HQ

Country, Parent Company Country, and Contact Country fields.
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Artifact \ Section / Page ‘ Change
User Guide Appendix B — B.3 Section Il — Establishment Added instructions on the use of the “OT” selection value to the State field.
Information and Employee Detail Record Layout
Portal Section | — Employer Information Data Record Page | Added “DC” and “OT” as selection values to the EDD State, HQ State, Parent Company State, and
Contact State fields.
Portal Section Il — Establishment Information and Added “DC” and “OT” as selection values to the State field.
Employment Detail Data Record Page
User Guide B.2 Section | — Employer Information Row Level File | Added instructions to clarify .CSV file line break parameters.
Specification
Portal Certification Page — Certified File Download Updated the downloadable file of certified data to open on the ‘PayDataReport’ worksheet instead
of the ‘Instructions’” worksheet.

Release 2.0
The following changes have been made in Release 2.0:

Artifact \ Section / Page ‘ Change

Portal N/A The Pay Data Reporting Portal has been migrated to the Salesforce platform. Numerous user
interface changes.

User Guide N/A The Pay Data Reporting Portal has been migrated to the Salesforce platform. Numerous user
interface changes.

Excel Template N/A The Pay Data Reporting Portal has been migrated to the Salesforce platform. Removed the need for

Section I: Employer Information to be included in the import file. Also added validations to better
enforce data quality.

.CSV Template N/A The Pay Data Reporting Portal has been migrated to the Salesforce platform. Removed the need for
Section I: Employer Information to be included in the import file.
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