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1. Introduction 
The California Civil Rights Department (CRD) provides information to assist employers in filing pay data reports required by Government 
Code section 12999. The deadline for filing pay data reports is the second Wednesday of May each year. For pay data reports covering 
Reporting Year 2025, the filing deadline is May 13, 2026.  

The 2025 California Pay Data Reporting User Guide (user guide) is designed to introduce employers to the filing process and equip them to 
successfully file a pay data report. Pay data reports are electronically submitted through CRD’s pay data portal by either (1) manual data 
entry or (2) a data file upload. Employers may use the manual data entry option to directly enter pay data into the pay data portal’s fillable 
forms. Employers may use the data file upload option to upload a file using CRD’s data file upload specifications (see Excel template 
provided by CRD and CSV example provided by CRD). CRD will not accept reports by email or in hard copy. The objective of the user guide is 
to provide technical information on creating, accessing, and editing an account in the pay data portal. For additional information, please 
refer to the 2025 California Pay Data Reporting Handbook (handbook) at calcivilrights.ca.gov/paydatareporting/handbook.  

The information provided in this user guide, and in any other materials produced by CRD, is for informational purposes only. It does not, and 
is not intended to, constitute legal advice or establish any enforceable rights, defenses, obligations, or substantive policy. Employers are 
responsible for ensuring their compliance with applicable state and federal laws. If you have questions about your legal obligations, consult 
an attorney.   

  

https://calcivilrights.ca.gov/paydatareporting/exceltemplates/
https://calcivilrights.ca.gov/paydatareporting/exceltemplates/
https://calcivilrights.ca.gov/paydatareporting/csvexamples/
https://calcivilrights.ca.gov/paydatareporting/handbook/
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1.1 User guide overview 
This user guide is organized into the following sections: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

P63T 43#y

Introduction Describes the user guide and its general purpose. 

P65TB185#y1

Overview of the California pay data 
report’s contents 

P67TB186#y1

Basic structure of the California 
pay data report 

P69T 87#y

Pay data portal page overview 

P7 T 88#y

Logging into the pay data portal 

P73T 89#y

Creating and submitting a pay data 
report 

P75T 90#y

Resuming an in-process pay data 
report 

 
 

Provides a general overview of the contents in a payroll employee report and a labor contractor 
employee report. 

Provides high-level visualizations to show users the basic structure and components of a pay data 
report with a single establishment and a pay data report with multiple establishments.  

Provides a general description of each page in the pay data portal along with the actions available 
on each page. 

Describes how to access the pay data portal by registering and logging in. 

Describes how to create a pay data report and how to enter pay data by uploading an Excel or CSV 
file or by manually entering data into the pay data portal. 

 
Describes how to return to a previously uploaded or manually created report to complete the 
certification process. 
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2. Overview of the California pay data report’s content 
There are two types of pay data reports:  

• Payroll employee report 
• Labor contractor employee report 

Payroll employee reports, which contain pay data regarding payroll employees, should be filed separately from labor contractor employee 
reports, which contain pay data regarding labor contractor employees. Employers may be required to file one or both types of reports, 
depending on the employer’s staffing levels in the reporting year. For example, an employer that has 100 or more payroll employees and 100 
or more labor contractor employees during the reporting year will have to file two different types of pay data reports (one payroll employee 
report and one labor contractor employee report) with CRD. 

2.1 Payroll employee report 
In a payroll employee report, employers report pay data on their payroll employees. A payroll employee is an individual on an employer’s 
payroll and for whom the employer is required to withhold federal social security taxes from that individual’s wages, including full-time, 
part-time, and intermittent employees. In a payroll employee report, an employer groups its payroll employees by establishment, job 
category, pay band, race/ethnicity, sex, exemption status, and employment type.   

2.2 Labor contractor employee report 
In a labor contractor employee report, client employers report pay data on their labor contractor employees. A labor contractor employee is 
an employee on a labor contractor’s payroll supplied by the labor contractor to a client employer, who performs labor for the client 
employer within the client employer’s usual course of business. A client employer submitting a labor contractor employee report submits 
one report that covers its labor contractor employees at all of its establishments, even if the client employer uses more than one labor 
contractor. In a labor contractor employee report, a client employer groups its labor contractor employees by establishment, labor 
contractor and their FEINs, job category, pay band, race/ethnicity, sex, exemption status, and employment type.   
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3. Basic structure of the California pay data report 
An employer’s pay data report – whether a payroll employee report or a labor contractor employee report – contains three general 
categories of information: (1) employer information, (2) establishment information, and (3) employee information. This section includes 
high-level visualizations to show users the basic structure and components of a pay data report with a single establishment and a pay data 
report with multiple establishments.    

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

• Employer A has only one establishment, 
Establishment A:  

o Establishment A has 120 employees. 
• Establishment A employees fit into two groups: 

o Group 1 has 70 employees. 
o Group 2 has 50 employees. 
o Each group represents all employees who 

share the same combination of job 
category, race/ethnicity/sex, pay band, 
exemption status, and employment type. 
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3.2 Multiple-establishment employer example 
The example below depicts a multiple-establishment employer with 100 employees across two establishments.  

• Employer A has two establishments, 
Establishment A and Establishment B:  

o Establishment A has 70 employees. 
o Establishment B has 30 employees. 

• Establishment A employees fit into two groups: 
o Group 1 has 30 employees. 
o Group 2 has 40 employees. 
o Each group represents all employees who 

share the same combination of job 
category, race/ethnicity/sex, pay band, 
exemption status, and employment type. 

• Establishment B employees fit into two groups: 
o Group 3 has 10 employees. 
o Group 4 has 20 employees. 
o Each group represents all employees who 

share the same combination of job 
category, race/ethnicity/sex, pay band, 
exemption status, and employment type.  
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4. Pay data portal page overview 
This section provides an overview of the primary pages that comprise the pay data portal. The pages are presented in a typical sequence 
that employers will encounter when uploading/creating, editing, and certifying a pay data report. 

For more details regarding creating and submitting a pay data report, see 6. Creating and submitting a pay data report. 

4.1 Welcome page 
  Page content 

• This is the first page displayed when 
accessing the pay data portal. 

• This page provides information about filing 
requirements and links to helpful resources. 

• Once a user logs into the pay data portal, they 
have access to create and review pay data 
reports they have filed. 

 
Actions available 

• Log into the pay data portal. 
• Register a new user. 
• Reset a forgotten password. 
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4.2 User registration page 
  Page content 

• This page allows new users to register for 
access to the pay data portal. 

 
Actions available 

• Register a new user. 
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4.3 Home page 
 

  
Page content 

• This page is the jumping off point for the pay 
data portal. From here, users can navigate 
throughout the pay data portal. 

 
Actions available 

• Select options from the menu at the top of the 
page: 

o Home 
o My Pay Data Reports 
o Manage Employers 
o User Guide 

• Select available actions described on the 
buttons in the body of the page: 

o Start a pay data report submission 
o Resume an existing pay data report 

submission 
o View a list of previously certified pay 

data reports 
o View and edit information about your 

linked employer(s) 
• Select the log out option under the username 

at the top right of the page to close your 
session and log out of the pay data portal.  
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4.4 My Pay Data Reports page 
  

   
Page content 

• This page provides a list of all pay data 
reports associated with the user. 

• The list includes both payroll and labor 
contractor employee reports as applicable. 

• The most recently certified pay data report for 
any filing year is the report of record. 

 
Actions available 

• Pay data reports can be exported.  
• Pay data reports can be edited. 
• Graphical representations summarizing the 

employer’s certified pay data can be viewed. 
• Pay data reports can be discarded and 

decertified. 
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4.5 Manage Employers page 
 

  
Page content 

• This page provides a list of all the employers 
managed by the user. 

 
Actions available 

• Edit information related to an employer on the 
list. 

• Hide or unhide from view any employers 
managed by the user. 

• Link the user’s account to an existing 
employer that has previously filed a pay data 
report. 

• Create a new employer to allow the user to 
manage pay data reports for that entity. 

Management access is associated with the user, not the employer. This allows a user authorized to file pay data reports on behalf 
of more than one employer to manage those different entities from one user account. This also allows different users, such as a 
new compliance officer, to link to an existing employer to assist with a pay data report submission. 
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4.6 User Guide page 
 

 

 

 

 

  

Page content 
• This page links to the user guide so that 

employers have convenient access to that 
resource while working in the pay data portal. 

 
Actions available 

• View user guide.  
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4.7 Employer Information page 

  

Page content 
• Within the Home page, when a user starts a 

submission to create a pay data report or 
resumes a submission to edit a pay data 
report, the Employer Information page is 
accessible. 

• This page displays the employer information 
for a given pay data report. 

• Accurately completing the Employer 
Information page is the first of five steps to 
submit a pay data report in the pay data 
portal. 

 
Actions available 

• View/edit the employer name, federal 
employer identification number, California 
state employer identification number, NAICS 
code, and California Secretary of State 
number. 

• View/edit employer address information.  
• View/edit the total number of U.S. 

establishments and the total number of U.S. 
payroll employees. 

• View/edit information relating to a parent 
company, if applicable. 
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4.8 Affiliated Company page 

 

Page content 
• This page displays any affiliated company 

that is included in the pay data report being 
filed. 

• Affiliated entities may file a pay data report 
regarding their own data or coordinate with a 
parent company or another affiliated entity 
that is part of the integrated enterprise to file 
a pay data report.  

o If a parent company or affiliated entity 
chooses to file a pay data report for 
one or more affiliated companies, then 
the affiliate information is entered in 
the affiliated company page. 

• Accurately completing the Affiliated 
Company page is the second of five steps to 
submit a pay data report in the pay data 
portal. 

 
Actions available 

• Create new affiliated company records. 
• Edit existing affiliated company records. 
• Delete affiliated company records. 
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4.9 Submission Information page 
  

Snapshot period dates are only collected for payroll employee reports on the Submission Information page.  The snapshot period 
must be a single pay period between October 1 and December 31 of the reporting year. Although CRD does not collect pay and 
demographic information on non-California employees in the pay data report, it is possible to have to report non-California 
establishments. For example, pay and demographic information regarding employees working remotely in California for non-
California establishments would be included in an employer’s pay data report. 

Page content 
• This page displays a high-level summary of 

the information in the pay data report.   
• Accurately completing the Submission 

Information page is the third of five steps to 
submit a pay data report in the pay data 
portal. 

 
Actions available 

• View/edit snapshot period dates. 
• View/edit the total number of establishments 

included in the report. 
• View/edit the total number of California 

employees included in the report. 
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4.10 Establishment and Employee Detail page 
  Page content 

• This page displays establishment and 
employee detail for a given pay data report. 

• Accurately completing the Establishment and 
Employee Detail page is the fourth of five 
steps to submit a pay data report in the pay 
data portal. 

 
Actions available 

• Create a new establishment by manually 
entering establishment and employee detail 
information. See 6.3.2.1 Step 1: Enter 
establishment information and 6.3.2.2 Step 2: 
Enter employee detail. 

• Import data by uploading a completed Excel 
or CSV file. 

• Edit establishment and employee detail data 
that has been uploaded or manually entered.  

• Delete an establishment and employee detail 
record. 

• Compare whether the establishment and 
employee details entered are consistent with 
the information previously provided in the 
Submission Information page.    
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4.11 Certify and Submit page 

  

Page content 
• This page requires employers to certify the 

completeness and accuracy of the pay data 
report for official submission to CRD. 

• The certifying official must be employed by 
the employer and have knowledge of the 
information contained in the report, have 
reviewed the report and be able to certify its 
completeness and accuracy, and be 
authorized to file the report on behalf of the 
employer. 

• This page is the final step to submit a pay data 
report in the pay data portal. 

 
Actions available 

• Review the pay data report and correct all 
validation errors. 

• Complete information regarding the point for 
contact for the employer. 

• Complete information regarding the person 
certifying the pay data report. 

• Enter optional remarks. 
• Certify the pay data report for final 

submission to CRD. 
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4.12 Certification Completed page and graphical representation 
  Page content 

• After the pay data report is certified and 
submitted, the pay data portal will produce a 
graphical representation summarizing the pay 
data. 

 
Actions available 

• View certification information and graphical 
representation. 

• Select Download as PDF to download a PDF 
of the graphical representation. 
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5. Logging into the pay data portal 
5.1 Option 1: New user login 
This option will be used by new users accessing the pay data portal for the first time. The pay data portal is available at 
pdr.calcivilrights.ca.gov. For returning users, refer to 5.2 Option 2: Existing user login. 

5.1.1 Step 1: Register 
 

 

 

 
• Select Register. 

 A 

A 
A 

https://pdr.calcivilrights.ca.gov/s/
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• Enter the new user’s first name, last name, 

title, and email to begin the registration 
process. 

 

 
• Click on Register. 
• The pay data portal will send a verification link 

to the provided email address. 
• Open the email and securely record the 

username/email as it will be required when 
re-entering the pay data portal to view or edit 
pay data. 

• Click on the secure link provided in the email. 

 A 

 B 

A 

B 
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5.1.2 Step 2: Change password 
 

 

  

B 

 
• Enter a new password, verifying the security 

requirements are met. 
• Re-enter the password in the Confirm New 

Password field. 
• The password must be at least 15 characters, 

include an uppercase letter, a lowercase 
letter, a number, and a special character. 

 

 
• Select Change Password to set the 

password for accessing the pay data portal. 
• Securely record the password as it will be 

required when re-entering the pay data portal 
to view or edit pay data. 

 

 A 

 B 

A 



24 / CALIFORNIA PAY DATA REPORTING USER GUIDE REPORTING YEAR 2025 

5.2 Option 2: Existing user login 
This option will be used by existing users returning to the pay data portal after their initial login. For first-time users, refer to 5.1 Option 1: 
New user login. 
 

 

  

 
• Enter the username/email created when first 

accessing the pay data portal. 
• Enter the password created when first 

accessing the pay data portal. 
 

 
• Select Login.  

 

 
• In the event of a lost password, select Forgot 

Password. 

 A 

 B 

 C 

B 

A 

C 
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5.2.1 Forgot password 
 

   
• Enter the email provided when first registering 

for a pay data portal account. 
 

 
• Select Forgot Password. 
• The pay data portal will send a verification link 

to the provided email address. 
• Open the email from California Pay Data 

Reporting System. 
• Follow the provided instructions and click on 

the secure link. 

 A 

 B 

B 

A 
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• Enter a new password, verifying the security 

requirements are met. 
• Re-enter the password in the Confirm New 

Password field. 
• The password must be at least 15 characters, 

including an uppercase letter, a lowercase 
letter, a number, and a special character. 

 

 
• Select Change Password to set the 

password for accessing the pay data portal. 
 

 A 

 B 

B 

A 
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6. Creating and submitting a pay data report 
The flow chart below outlines the basic process for creating and submitting a pay data report.  

  

Start a 
submission

Select 
reporting 

year

Create, 
link, or 
select 

employer

Select payroll 
employee 

report or labor 
contractor 
employee 

report

Enter 
employer 

information

Enter 
affiliated 
company 

information

Enter 
submission 
information

Upload or 
manually 

enter 
establishment 
and employee 

detail

Certify and 
submit pay 
data report

Discard 
report 
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6.1 Create a new report 
6.1.1 Step 1: Start a submission 
  

 
• Click Start a Submission to begin your pay 

data report. 

 A 

A 



29 / CALIFORNIA PAY DATA REPORTING USER GUIDE REPORTING YEAR 2025 

6.1.2 Step 2: Select reporting year 
 

 

  

 
• Select the reporting year for your pay data 

report. 
 

 
• You may click Cancel to exit and return to the 

Home page. 

 A 

 B 

B 

Even if you are filing a pay data report for the previous reporting year, any pay data file uploaded into the pay data portal should 
conform to the current reporting year’s Excel template/CSV example. 

A 
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6.1.3 Step 3: Select employer  
  

 

  

 
• Click Select a previously created employer 

if submitting a report for a previously created 
employer account. 

 

 
• Click Link to an existing employer account if 

a new/different user wants to file on behalf of 
that employer.  

 

 
• Click Create and select a new employer if 

submitting a pay data report for a new 
employer account. 

 A 

 B 

 C 

B A C 
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6.1.3.1 Select a previously created employer 

 

 

  

 
• Select the employer from the dropdown 

menu. 
 

 
• Click Back to display the previous page. 
• Click Cancel to cancel and exit. 
• Click Next to proceed with selecting the pay 

data report type. 
 
 

 A 

 B 

B 

A
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6.1.3.2 Link to an existing employer account 

 

 

 

 

 

 

  

 
• Enter the employer FEIN associated with a 

previous year’s certified pay data report. 
 

 
• Enter the employer California SEIN 

associated with a previous year’s certified 
pay data report. 

 

 
• Select whether to search by pay data report 

number or by entering the submission details 
of a previous year’s pay data report. 

• Depending on the search type chosen, enter 
either the pay data report number or the 
submission details of a previous year’s pay 
data report. 

 

 
• Click Search for record and then select Use 

This Employer, Try Again, or Cancel. 

 A 

 B 

 C 

 D 

Different users may access the pay data portal on behalf of a single employer. If a new or different user is going to file a pay data 
report for an employer moving forward, you should register the user and then link that user to the employer. The advantage of this 
approach is that it allows individuals such as payroll specialists to access the pay data portal for various clients. 

C 

D 

B A 
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6.1.3.3 Create and select a new employer 

    

   • Complete the Employer Information form. 
 

 
• Click Back to display the previous page. 
• Click Cancel to cancel and exit. 
• Click Save to save the employer information 

entered. 

 A 

 B 

B 

A 
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6.1.4 Step 4: Determine pay data report type  
 

 

  

 
• Choose between creating a payroll employee 

report or a labor contractor employee report.  
 

 
• Click Back to display the previous page. 
• Click Cancel to cancel and exit. 

 

 A 

 B 

Labor contractor employee reports require some additional information that are not part of payroll employee reports. Excel 
templates and CSV examples for both payroll employee reports and labor contractor employee reports are available at 
calcivilrights.ca.gov/paydatareporting.  

A 

B 

https://calcivilrights.ca.gov/paydatareporting
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6.2 Enter employer information 
  

 
• Each bullet point in the navigation panel 

corresponds to a different page of the pay 
data report submission. 

• Clicking on a page title will display that page’s 
content. 

 

 
• Complete the fields on the Employer 

Information page. 
• Many of the fields will be auto filled from 

previously entered employer account 
information. However, if there are any 
discrepancies, they should be corrected on 
the Employer Information page before moving 
forward. 

 

 A 

 B 

A 
B 
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6.2.1 Enter affiliated company information 
  

 
• Create a new affiliated company record and 

complete the corresponding fields on the 
Create Affiliated Company page for all 
affiliated entities whose employees are 
included in the pay data report. 

 
 
 

 A 

A 
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6.2.2 Enter submission information 
 

 

 

 

 

  

 
• Enter a snapshot period date that represents 

a single pay period between October 1 and 
December 31 of the reporting year. 

• Enter the total number of establishments 
included in the report. 

• Enter the total number of California 
employees included in the report. 

 

 
• Click Previous to display the Affiliated 

Company page. 
• Click Next to display the Establishment and 

Employee Detail page.  
 
 

 A 

 B 

B 

If you are filing a labor contractor employee report, you will not have the option to enter in snapshot period dates on the 
Submission Information page. The snapshot period dates will be collected when establishment and employee detail information 
is collected.  

A 
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6.3 Enter establishment and employee detail 
6.3.1 Option 1: Import data by uploading a completed Excel or CSV file 
This option is for employers that choose to upload a pay data file using CRD’s data file upload specifications.  

6.3.1.1 Step 1: Prepare Excel or CSV file 

Employers should use Excel templates or CSV examples issued for the current reporting year to ensure their data file is accurately 
processed by the pay data portal. (See Excel template provided by CRD and CSV example provided by CRD.) The pay data portal will reject 
submissions based on outdated versions.    

For additional information regarding preparing the Excel or CSV file, please refer to the handbook. 

6.3.1.2 Step 2: Upload the Excel or CSV file 

 

 

 

 

  

  

 
• Click Import Data to upload an Excel or CSV 

file.  
• Note that if establishment and employee 

detail information is already populated, 
clicking Import Data will delete that 
information to prevent duplicate reporting. 

 A 

A 

https://calcivilrights.ca.gov/paydatareporting/exceltemplates/
https://calcivilrights.ca.gov/paydatareporting/csvexamples/
https://calcivilrights.ca.gov/paydatareporting/handbook/
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• Select Upload File to select the Excel/CSV 

file to upload. 
 

 A 

A 

It is essential that you use the current and appropriate template type. Payroll employee reports and labor contractor employee 
reports each require the use of separate templates.  



40 / CALIFORNIA PAY DATA REPORTING USER GUIDE REPORTING YEAR 2025 

  

A 

 
• The pay data portal will then issue a prompt 

to identify the locally stored Excel/CSV file to 
be uploaded. 

• Alternatively, the data file can simply be 
dragged and dropped into the Drop File area. 

 

 A 
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The time it takes for the pay data portal to complete the import process depends on the number of records in the import file. Leave 
the pop-up window open until the process is finished. 

A 

 
• The pay data portal displays a status bar to 

show the current file import status. 
• The uploading status indicates the file is 

being imported into the pay data portal. 
• The processing status indicates that the file is 

being validated for type and structure. 
• The importing status indicates that the data in 

the Excel/CSV file is being transferred into the 
pay data portal’s database. 

• The status bar will indicate when the file has 
finished importing into the pay data portal. 

 A 



42 / CALIFORNIA PAY DATA REPORTING USER GUIDE REPORTING YEAR 2025 

 

 

 

 

  

 
• The pay data portal displays the results of the 

import process, including a summary of all 
inserted records, as well as any errors that 
occurred in the import process. 

 

 
• Revert allows you to undo all changes, 

removing all records inserted into the pay 
data report. 

• Download success file to view all 
successfully inserted records. 

• Download error file to view all errors 
encountered by the pay data portal during the 
upload process. The error file can be useful 
for troubleshooting a pay data report. For 
more information regarding errors, see 
6.3.1.3 Step 3: Review pay data report as 
needed for errors and 6.3.1.4 Step 4: Correct 
data errors. 

 

 
• Select Done when the upload process is 

finished. 
 

 A 

 B 

 C 

B 
A 

C 
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   • Once the file has been uploaded into the pay 
data portal, the user is returned to the Import 
Establishment and Employee Data page. 

 

 
• If you received errors, correct the errors in 

your pay data report and upload again. 
• If the problem is with your submission 

information, select Previous and move 
backwards through the pay data portal to 
update submission information. 

 

 
• If your file uploaded successfully, finish the 

process by selecting Next and proceeding to 
the Certify and Submit page. 

 A 

 B B A
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6.3.1.3 Step 3: Review pay data report as needed for errors 

 

 

  

 
• The pay data portal displays the imported 

establishment information and employee 
detail in a grid. 

• Review the records to ensure they imported 
as expected. 

 

 
• Click Edit to select an establishment to view 

the record’s detailed information, including 
all associated employee details for the 
establishment. 

• Delete allows users to delete the 
establishment and its associated employee 
detail records. 

 

 
• Click Previous to display the Submission 

Information page. 
• Click Next to display the Certify and Submit 

page. 
 

 A 

 B 

 C 

B 

C 

A 
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6.3.1.4 Step 4: Correct data errors 

  
 

• If Download error file was selected in the 
managed import upload pop up, open the 
downloaded CSV file to view all errors 
encountered by the pay data portal during the 
upload process. 

• The column titled Impowr: error displays any 
errors. 

• These errors can be corrected manually or by 
correcting the import file and reuploading it. 

• The errors in this particular file have been 
highlighted in red.   

• In row 2, the job category “Unknown” is 
invalid, in row 3 “Fired” is not a valid 
exemption status, and in row 4 the 
race/ethnicity/sex cell is blank. 

 

 A 

After corrections are made, employers are encouraged to download the updated data for their records (note that the pay data 
portal only provides Excel downloads). Alternatively, employers can choose to fix data errors found by the pay data portal in their 
source files and then re-upload a corrected file. 

A 
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6.3.2 Option 2: Manually enter pay data into the pay data portal’s fillable forms 
Instead of creating an Excel or CSV file with the employer’s data and uploading that file to the pay data portal (6.3.1 Option 1: Import data by 
uploading a completed Excel or CSV file), an employer may use the fillable forms available in the pay data portal to manually enter pay data 
information. 

6.3.2.1 Step 1: Enter establishment information 

 

  

A 

 
• Click Create New Establishment to 

manually enter establishment and employee 
detail using the pay data portal’s fillable 
forms. 

 

 
• Click Previous to display the Submission 

Information page. 
• Click Next to display the Certify and Submit 

page. 

 A 

 B 

B 
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• Complete the fields in the Create New 
Establishment pop up. 

 

 
• After the information is entered, click Create 

to save the data for the new establishment 
and to display the employee detail associated 
with the new establishment. 

• Click Close to exit the Create New 
Establishment pop up without saving. 

 A 

 B 
A 

B 
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6.3.2.2 Step 2: Enter employee detail 

 

 

 

 

 

  

 
• Click Create New Employee Detail to 

display the Create Employee Detail Record 
page. 

 

 
• Click Close to close this screen and return to 

the Establishment and Employee Detail page.  

 A 

 B 

B 

A 
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• Complete the fields in the Create Employee 

Detail Record pop up. 
 

 
• After the information is entered, select 

Create and Close to save the data. 
• The pay data portal will validate the entries 

just made. 
• If errors exist, an error message will display at 

the top of the page. 
• Navigate to the data field/s indicated in the 

error message and correct the data. 
• Repeat this step for all errors listed in the 

error message at the top of the page. 
• Select Create and Close after all errors are 

corrected to save and close the Create 
Employee Detail Record pop up. 

• Select Close to exit the screen without 
saving. 

 

 A 

 B 

B 

A 
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• Click Create New Employee Detail to create 

additional employee detail records. 
 

 
• Click Edit to edit an employee detail entry. 
• Click Delete to delete an employee detail 

entry. 
 

 
• Click Close to close this screen and return to 

the Establishment and Employee Detail page.  
 

 A 

 B 

 C 

B 

C 

A 
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• If all the information entered in the pay data 
report is complete and accurate, click Next to 
display the Certify and Submit page. 

 

 A 

A 
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6.4 Certify and submit the pay data report 
 

  
 

• Complete the Point of Contact and Report 
Certifier sections. 

 

 
• Click Submit as Certified to submit the 

finalized annual pay data report to CRD 
through the pay data portal. 

 

 
• Click Previous to display the Establishment 

and Employee Detail page.  

 A 

 B 

 C 

B 

A 

C 
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6.4.1 Certification completed 
  • The Certification Completed page will display 

after a user successfully submits an annual 
pay data report to CRD through the pay data 
portal. 
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6.4.2 Graphical representation 
 

 

  

• After certification is complete, the pay data 
portal will produce a graphical representation 
of your pay data. 

 

 
• Select Download as PDF to download a PDF 

of the graphical representation. 

 A 

A 
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6.5 Decertifying the pay data report 
 

 

  

 
• Select My Pay Data Reports. 

 

 A 

A 
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• Select Decertify Report on the pay data 
report you want to decertify. 

 
 

 A 

The submission deadline for Reporting Year 2025 is May 13, 2026. If an employer needs to revise information previously certified, 
the previously certified report may be decertified and edited within seven calendar days after the filing deadline. If an employer 
identifies an error in a certified pay data report more than seven calendar days after the filing deadline, then the employer should 
contact CRD with a description of the error. 

A 
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• Select Decertify to confirm your intention to 
decertify the pay data report. 

• If you no longer want to decertify the pay data 
report, click Cancel to cancel and exit the 
Decertify Record pop up. 

 
 

 A 

A 
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• This is the confirmation message that the pay 

data report has been decertified. 
• Select OK to exit. 

 

 A 

A 
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7. Resuming an in-process pay data report 
    

 

  

 
• An in-process pay data report (i.e., a pay data 

report that is not yet certified) can be viewed 
and edited using your login credentials. 

• Log into the pay data portal (see 5.2 Option 2: 
Existing user login). 

• Select Resume a Submission. 
 

 A 

A 
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• Select Edit Report for the pay data report to 

be viewed and edited. 
 

 
• If the status indicates New, the pay data 

report can still be edited, discarded, or 
completed and certified. 

 

 A 

 B 

B 

A 
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