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1. Access the Software

Log into: https://mn.gov/PayEquity/LogIn.aspx

Enter your Jurisdiction ID and Password, click Log In.

€ a it fannei b statemnas PayEquity/Loglnuaspe

[Minnesota Pay Equity Management System

‘Welcome to the log in page for pay equity reporting

Pay Equity Software Instructions
(Click on this link and print instructions if a first-time user or you do not have software instructions)

Enter Jurisdiction TD: |
Turizdiction Lookup (Click on this link if a first-time user or you forgot your ID#)

Enter Password: |

Forgot Password (Click on this link if a first-time user or you forgot your password)

Log In
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e (Can’t remember your Jurisdiction ID?

Click Jurisdiction Lookup to find your Jurisdiction ID. Enter your jurisdiction Name or select Type from

the dropdown and click Search. When the results are shown, click Login in the 1% column.

e Forgot your Password or First time logging in?

Your email address must match that in the system’s contact info. If your email address has changed or

you were not previously listed as a contact, notify us at pay.equity@state.mn.us.

Click Forgot Password and a screen will come up for you to enter your email address, click Send New
Password and you will immediately be sent an email with a generic password. Open the email and copy
and paste the password into the Password box and click Log In. Once logged in, click Utilities and click

Change Password. Change your password to something you can remember. You will then receive
another email confirming your password changed. Experiencing difficulty? Contact us at
pay.equity@state.mn.us



https://mn.gov/PayEquity/LogIn.aspx
mailto:pay.equity@state.mn.us
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2. Jurisdiction and Contact Information Page

€ | @ hitps:/ o mimb state,min,us/PayEquity/Mainkdenu.aspx - | |' Gongle p| wBEe 3 @&

Minnesota Pay Equity Management System - Stageville Theater First Step to Broadway!(17-No Submission)

Home Utilities Go To Log Dut
--=Enter Iohs
ID:[2453  Jusisdiction Type: OTH - Other Contart List
Mame: |5tagevil\e Theater First Step to Broadwa:
Address 1 |215 Broadway
Address 1t |
City: [Stagevile
State: M
Zipeode: |55155—
MainPhone:[
Fa
Next Report Vear: |2D1?—

tdadify Jurizdiction |

. E. CootdCoordinator pay.equityi@state mn. s 651-259-3623 Edit Delete

Add

W hugwre vrorkied to erenre this prodct is accessible amd compliarg vwith the standard WOAG 2.0 level A8, W have tected accessibility neing the TAWS sofharre fiomn Freedom Sciertific, We fomd it to ok comecthy for us. B yo find emors
i accessibility, please et us kv o pay.equity @state e so that vee can follove up. Thard: you,

Review your Jurisdiction and Contact List information. If the Jurisdiction information needs to be updated, click
Modify Jurisdiction and make appropriate changes. Click Save when finished.
To make changes to the Contact List information:

To edit an individual’s contact information, go to the appropriate row and select Edit and make the appropriate
updates. After making edits, select Update.

e To delete a contact select Delete. The message “Are you sure you want to delete this contact?” will
appear. Click OK or Cancel.

e To add another contact, click Add. Enter Name, Title, Email & Phone, click Save.

You can update your jurisdiction information and contact list information anytime throughout the year. Itis
important to keep your jurisdiction and contact list information up to date for future correspondence and
system access.



3. To View Previous Pay Equity Reports

On the right side of the screen, click Enter Jobs.

(- @ httpsi/fnaemrnb state.mn,usPayE quityMainhlenu.aspy

Minnesota Pay Equity Management System - Stageville Theater First Step to Broadway!(17-No Submission)

utilities

Log Dut

Contaci List

1D IW Jugizdiction Type: OTH - Other
Nanme: [Stageville Theater First Step to Broadwas
Address 10 [215 Broadway
Address 2 [
City: [Stageile
State: M
Zipeode: |55155—
Main Phone l—
Fac|
MextReport Vear [217

M odity Jurizdiction

Coordinator 631-259-3623

(pay.equity@state mnus

Wi v vrotked to snsure this product is sccessible and compliat vwith the stowlsrd WA 2.0 level AR, We have tected accessihility using the TAWS soforare fromm Freedom Scisnific. We found it to work comeetly far us. ¥ you find emors
in accesshility, please 16t 1 Jnovw of ayecuiny gistate s e so that ve con follovr up. Thaeds you

A table of previously submitted reports will appear on the screen. Select View Jobs at the appropriate row to
view a past report.

nesota Pay Equity Management System - Stageville Theater First Step to Broadway!(Ad ¥(17-No Submission)

Select a ditferent jurisdiction

<--Jurisdiction Info

Jurisdiction: D # 2459 - Stageville Theater First Step to Broadway!
Mumber of cases found: 4

Report Year Caze Description

Delete

2011 1 2011 Dt In Compli

2014 1 2014 Data Ot of Compli

2014 2 2014 Data In Compliance

2017 1 2017 Data Shared (Jur and MME) dit Case Des 1 e and Ji
|

<--Jurigdiction Info See Results-->

Jurisdiction: ID #f 2459 - Stageville Theater First Step to Broadway!
Mumnber of cases found: 4

Report Year Ca: escription

f 2011 Data In C

1 2014 Data ot of C

2 2014 Data In ance

1 2017 Dty Shawred (Jur and MMEB} it 6 Jete Case an |
| | |

Jurisdiction # 2459 - Stageville Theater First Step to Broadway! || Report Year 2014 | Case # 2 - 2014 Data
Number of jobes in this case: 14

. itle 1 e Folnts Min Sal !
1 1 1 12040.00 1400.41 .00 (.00
Stage 1250.00 26 5.00 [o.00 |LONGEVITY
1 1260.00 1460,54 00 .00 LONGEVITY
1375.00 575.89 5.00 0.00
1 0 150 1360.00 1560.75 5.0 0.00
164 140000 50 000
1 174 1425.00 1645.22 .00 .00
180 1425.00 610.30 5.00 0.00 [LONGEVITY
1 0 |100 1400.00 1590.19 6.0 0.00
o 14%0.00 14.00
] 12 217 1500.00 1730.85 4.00 ﬁ: FPERFORMANCE
1 |260 1704000 900,00 0.00 |1.00
0 n la7s s in li7as 7 n Fnn I =




4. Creating a New Report

To submit a new report, click Add New Case, from the View/Add column. At the Case Description prompt box,
type in the four-digit year your report is due followed by DATA [e.g. 2011 DATA].

Tab to the Case Status column and select Private or Shared from the drop down menu. (Shared means both the
jurisdiction and the State Pay Equity Coordinator can view the jobs; Private means only the jurisdiction can view
the jobs.) Click Save.

“Private” is an unofficial status. The status will change to “submitted” once you have gone through all the steps
to enter and submit data. Until this is done, MMB does not receive a notice that the report has been
submitted and no report is recorded from your jurisdiction.

Minnesota Pay Equity Management System - Stageville Theater First Step to Broadway!{Admin)(17-No Submission)

Home Utilities Go To Log Out

W Select a different jurisdiction = _

<--Jurisdiction Info

Jurisdiction: D # 2459 - Stageville Theater First Step to Broadway!
Mumber of cases found: 4

View/Add Report Year Case 1D Case Description Case Status

Delete

fiewdobs | 2011 1 2011 Data In Compliance
NG\ AT | 2014 1 2014 Data Out of Compli
1 Al S 2014 2 2014 Data in Compl

i 1

fiew Jobs
dd New Case

017

2017 Data Shared (Jur and MMBE) %'r Case Desc F:lm Case and Jobs

Once a new case is entered, you have three options to enter your job data. Select one of the options:

A. EnterlJobs on Line - jurisdiction manually enters job title, number of males, number of females, points,
etc. for each job classification.

B. Copy Jobs from Existing Case Above — within the software, jurisdiction copies report data from a
previous year to current year.

C. Import Jobs from Excel — jurisdiction imports report data from an Excel spreadsheet.

Minnesota Pay Equity Management System - Stageville Theater First Step to Broadway!{Admin)(17-No Submission)

Home Utilities Go To Log Out
W Select a different jurisdiction ] _

<--Jurisdiction Info

Jurisdiction: ID # 2459 « Stageville Theater First Step to Broadway!
Mumber of cases found: 4

View/Add Export Beport Year Case ID Case Description Case Status
iew Jobs [Esport Jobs 2011 1 2011 Dt In C
Ry “xport Jobs el 1 ™ [2ff14 Data Ot of C
[View Jobs\ S FpartJobs 2014 NG T 14 Data In Compliance
iew Jobs | T o Fio [Shared Qo snd INEE) T T —
T | mm— ;‘ |
<

o job in this case. To fill case with jobs:

" Enter Jobs On Line " Copy Jobs From Existing Case Above " Import Jobs From Excel



A. Enter Jobs On-Line

=

Click Add to add a new job. Enter information into all applicable columns, starting with the Title
column. (The Job ID column will populate automatically.)

2 Once the row is completed for that job classification, click Save. To add another job row click Add.
Enter job information, Save, and so on until all jobs have been added.

B. Copy Jobs from Existing Case

1. Below Copy Jobs From: click the Report year you want to copy jobs from. Below Case, click the
appropriate case.

2. Below Copy jobs to: will already be populated with the new Report year and Case. Click Copy Jobs.

View Jobs [Export Johs 2014 2 2014 Data In Compliance
[View Johs [Export Joha 2017 3 2017 Data Shared (Jur and MME) [Edit Caze Desc elete Case and Jobs
| Add New Case

No job in this case HeemeE T jobs:

Enter Jobs On Line * {“opy Jobs From Existing Case Above Import Jobs From Exc

Case 1o fill: Jurisdiction # 2459 - Stageville Theater First Step to Broadway! || Report Year 2017 | Case # 3 - 2017

Copy jobs from: Copy jobs to:
Report year Case Report year Case
2014 2 - 2014 Data 2017 3- 2017 Data

2011 1-2014 Data

A copy of the report appears below the table

Jurisdiction # 2459 - Stageville Theater First Step to Broadway! || Report Year 2017 || Case # 3 - 2017 Data
Numnber of jobs in this case: 14

Edit |Delete |3 Props Chief 1 0 140 20000 [2359.00  |5.00 0.00 LONGEVITY 4
Edit [Delete |+ Costume Designer 0 1 142 213000 230270 |5.00 0.00
Edit [Delete |5 Set Technician 1 0 150 125000 252750 |5.00 0.00
Edit [Delete |6 Lighting Technician 1 0 164 46000 276340 |6.00 0.00
Edt [Delete |7 Effects Engineer 1 0 179 2685.00  [3016.15  |6.00 0.00
Edit [Delete |3 Stage Manager 0 1 130 70000 [3033.00  |5.00 0.00 LONGEVITT
Edt [Delete |0 [Witer 1 0 130 770000 [3033.00  |6.00 0.00
Edit [Delete |10 Marketing Director 1 0 200 300000 [3370.00 400 0.00
Edit |Delete |11 [, ctorfActress 10 12 217 525500 [3656.45 4.0 0.00 PERFORMANCE
Edit |Delete |13 Producer 0 1 260 390000 [#381.00  |0.00 1.00
Edi [Delete |12 Director 1 0 75 412500 63375 |0.00 9.00
Edit [Delete |12 Ceneral Manager 0 1 300 450000 [s055.00 |0.00 2.00
Add B

3. Edit ajob row by clicking the Edit, Delete or Add button. Make any necessary changes and click Update
before moving to next row to save changes.



C. Importing Jobs from Excel

Important Note:: The system only accepts Excel files and the file must have the exact column headings as

shown below. When you save your spreadsheet to upload, be sure the tab has the same name as your file.
For example: If this file were saved as c:\payequity\Demo Data.xIxs, the tab name should be named Demo
Data in order to upload.

males\ females  points maxs yrmax yrsrv exsrv

1 | Box Office 1 1 110 | 1650 | 1854 4 0
2 | Stage Crew 6 1 130 | 1950 | 2191 5 O | LONGEVITY
3 | Props Chief 1 0 140 | 2100 | 2359 5 O | LONGEVITY

Costume
4 | Designer 0 1 142 | 2130 | 2393 5 0
5 | Set Technician 0 150 | 2250 | 2528 5 0

Lighting
6 | Technician 1 0 164 | 2460 | 2763 6 0
7 | Effects Engineer 1 0 179 | 2685 | 3016 6 0
8 | Stage Manager 0 1 180 | 2700 | 3033 5 O | LONGEVITY
9 | Writer 1 0 180 | 2700 | 3033 6 0

Marketing
10 | Director 1 0 200 | 3000 | 3370 4 0
11 | Actor/Actress 10 12 217 | 3255 | 3656 4 0 | PERFORMANCE
12 | Director 1 0 275 | 4125 | 4634 0 3
13 | Producer 0 1 260 | 3900 | 4381 0 1
14 | GenerghlMangser+~1 0 1 300 | 4500 | 5055 0 5

N

Demo Data

1 To Import Jobs From Excel, click the Browse button. Find your Excel file on your computer. Highlight
your excel file and click Open.

2 Click Import into Database and you should see your jobs. If there is a problem with any of the data, you
will see an error message. The message(s) will indicate what needs to be corrected. Go to your Excel
file and make the necessary corrections. After corrections are made, click Browse and Import into
Database again.



5. See Results

Once your jobs are entered, highlight the report you want to view. Click See Results in the upper right hand
corner.

Minnesota Pay Equity Management System - Stageville Theater First Step to Broadway!{Admin){17-No Submission})

Utilities Log Out
Switch Jurisdiction: Select a different jurisdiction

<=--Jurisdiction Info

Jurizdiction: ID # 2459 - Stageville Theater First Step to Broadway!
Number of cases found: 4
View/Add Export Case ID Case Description

Case Status Dewte

i Export Jobs 2011 1 2011 Data In €
i Export Jobs 2014 1 2014 Dt Ot of Compliance
i Export Jobs 2014 2 2014 Data In Compli
= 2017 5 2017 Data [Shared Jur and MMB) % [Delete Case and Jobs I
Add New Case | | |

Jurisdiction # 2459 - Stageville Theater First Step to Broadway! | Report Year 2017 | Case # 3 - 2017 Data
Number of jobs in this case: 14

110 1650.00 1853.50 .00 0.00

it [Delete I ox Office I 1
f 2 Crew 1 130 1950.00 1940.50 5.00
dit  [Delste i [Frops Chiet 1 0 140 2100.00 2359.00 5.00 o.00 LONGEVITY
it |Delete |4 |Costume Designer 1 142 2130.00 92.70 5.00
dit  [Delete 5 Set Technician 1 0 150 2250.00 2527.50 5.00 0.00
i [Delete 6 [Lighting Technician 1 0 164 246000 T63.40 6.00 00
it |Delete 7 |[Effects Engineer 1 i 17% 2685.00 3016.15 6.00 0.00
it [Delete & |stage Manager 1 [120 2700.00 3.00 [5.00 |o.00

You may review the results to determine if your report is in compliance as the Compliance Report appears.

If there are not enough male classes for the system to perform the statistical analysis you will receive a message,
“Your jurisdiction has three or fewer male classes...”, in which case, the Alternative Analysis will be used to
determine compliance. The Alternative Analysis is a manual review. To determine if your report is in
compliance, you may want to review Interpreting Results.

Requests for preliminary reviews of reports may be sent by email to pay.equity@state.mn.us

6. Submit the Report

Prior to submitting the report, you will need approval from the governing body of the jurisdiction and the payroll
total for the previous year. To submit the report, highlight the report to submit on the jobs page. Click See
Results in the upper right hand corner. Scroll down to “Go to Implementation Form”.

[rompliance Report

Jurisdiction:  Stageville Theater First Step to Broadway! Reportyear 2014
215 Broadway Case: 2- 2014 Data(In Compliance)
Stageville MN 55155

Contact: P.E. Coord Phone: (651) 259.3623 E-Mail: payequity@statemn.us

3. Avg.OfL.in pay from predicied pay Tor maw jobs = &0
b. Avg.diff.in pay from predicted pay for female jobs = 50

III. SALARY RANGE TEST = 105.72% (Result is A divided by B)
A Avg.= of years to max salary for male jobs = 5.25
B. Avg.= of years to max salary for female jobs = 5.00

IV. EXCEPTIONAL SERVICE PAY TEST = 100.00% (Result is B divided by A)
A% of males classes receling ESP 25.00 *

B. % of female classes receiving ESP  25.00
"(Ipg0% » test resulk will be 0.00)

5o To Impiementanon Fom Ancener (s |



https://mn.gov/mmb-stat/pay-equity/interpret-results.pdf
mailto:pay.equity@state.mn.us

Entries on the Implementation Form will not be saved until you click sign and submit.

Ainnesota Pay Equity Management System - Stagewville Theater First Step Lo Broadwayl( 1 7-No Submission)

Litilities Log Out

Pay Fquiry Implementation Form

Information entered on this page is not saved until you click "sign and submit.” This page may be printed and shared with your governing body for approval, After you receive
approval, you will need Lo come badk Lo this pege, complete the necessary information, then click "sign and submit.”

Part A: Jurisdiction Identification

Jurisdiction: Stageville Theater First Step to Broadway| Jurisdiction Type: OTH - Other
215 Broadway
Stageville
Contact: Name Title Phome Email
P.E. Coord Conrdinator £51.250-3623 oy ety bt mrus

Part B: Official Verification

3. an official notice has been posted al;

" The job evaluation systermn used measured skill, effort responsibility and working
condlitlons and the same system was usad for all classes of eamployees.

i L locati *less than &0 characters,
The systermn used was:| Select a system (prominent location) (*less than aracters)

informing emplovees that the Pay eguity Implementation Report has been filed and is
avallable to emplayess upon requast. A copy of the notlce has heen sent to each
exclusive reprasentative, If any, and also fo the public library.

The report was spproved by:

(governing body) (*less than 60 characters)

Describe:(*less than 240 characters)
chlet elected officlali(®lass than 60 characters)

2. Health Insurance berefits for male and female classes of comparable value have been (title) (*less than 60 characters)
avaluated and

Select 8 deseription -| ™ Checking this box Indicates the following:

® signature of chief elected official

® pproval by govermirg Body

® il wifermation s esmplitn and serate, sl

* all employees aver which the jurisdiction has final budgetary autharity are included

Fetumn fo Test Resulls

Click here for a current copy of the official notice. Additional information pertaining to this form may be found
in Minnesota Administrative Rules 3920.0300 Implementation Reports

Once the Implementation Form is completely filled out, click Sign and Submit. The system will identify any
errors preventing the transaction; correct them and click sign and submit again.

You are done!

The State Pay Equity Coordinator will receive an email indicating that you have submitted your Pay Equity
report and you will receive a confirmation email that your Pay Equity report was received. You can also confirm
that your report was received by the State by returning to the jobs screen where the “Case Status” should read
“Submitted.”


https://mn.gov/mmb-stat/pay-equity/2017-official-notice.docx
https://www.revisor.leg.state.mn.us/rules/?id=3920.0300

7. Generating Reports

Click Go To

Click Report from drop down

Select Report Year and Case from drop down

Click Run PDF Report

7l
Minnesota Pay Equity Management System - Stageville Theater First Step to Broadway!l(17-No S whir &..6r )

Utilities

1. Select a report year and a case: ' l I

Report Year: [2014 -l
Case: | 2- 2014 Data {In Compliance) j

2. Select a report to rum:

Compliance Report BB Run POF Report |
Tob Class Data Entry List 8 Run POF Report
Predicted Pay B2 & POF Report |

Implementation Report B2 #un PDF Report |

10
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