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Introduction  
 

 
The Pay Equity Audit Tool is a resource to assist in the data analysis component of a pay equity audit. 
The Tool is an automated spread sheet which creates tables and charts based on payroll data to 
highlight gender pay gaps and other indicators such as the prevalence of flexible working arrangements. 
This is done using the PivotTable function in Microsoft Excel.  
 
Using the Tool streamlines the technical process of data analysis, enabling an agency to focus on other 
aspects of a pay equity audit. The broader audit process includes: 
 

 interpreting the results of the data analysis; 

 assessing whether any gender-based discrepancies found are justifiable or explainable; 

 identifying areas for further investigation; and 

 developing strategies for action. 
 
These guidelines explain how to use the Pay Equity Audit Tool and how to customise the tool to 
incorporate specific remuneration variables in your agency. The guidelines also provide information on 
planning the audit process and building your dataset.  
 
Accompanying the tool is a sample dataset [SamplePayrollData.xlsx] you can use to practice working 
with before compiling your own agencies payroll data. See page 10 of this guide for instructions relating 
to the sample dataset.  
 
The supplied Model Agency Audit Report provides a template for presenting the results of a pay equity 
audit and features some examples of strategies.  
 
 
 
 

Acknowledgement 
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but asserts its right to be recognised as author of its original material and the right to have its material 
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Part one – Getting started 
 
 

 
Obtain support for the audit 
 
To effect real and sustainable change in your agency, we recommend that you obtain the support of 
your executive. The executive leadership in your agency will have to approve the recommendations and 
implement any changes. This is especially true of any changes made to wage policies or working 
conditions so it is essential that you have their support.  
 
It is also important to ensure that those staff members involved in payroll are included in decisions 
about preparing the data. The people who prepare the payroll data need to understand the logic 
behind the audit process. The best way to do that will be to show them the Tool and how it functions. 
 

If there is an equity or diversity committee in your organisation, you should also consider 
seeking their involvement in the audit process. 
 
 
What to expect 
 
Conducting a pay equity audit involves analysing the differences in remuneration (wages) between 
groups of employees of similar status and qualification. With this tool, the focus is on the differences 
between average remuneration of male and female employees.  
 
The audit will demonstrate any differences between the remuneration of male and female employees, 
broken down by variables such as division, level and age groups. These differences are then examined 
to determine whether they are related to factors such as job classification, section of the organisation, 
full time or part time employment status or employment type. 
    
Users can also choose to include their own additional variables in their analysis, for example, a separate 
variable to calculate the value and distribution of particular allowances among employees, or one for 
occupation codes (ANZSCO). 
 
Users may also opt to exclude employees at the extremes of income distribution. This helps to avoid 
distortion of the data and provide a more accurate representation of the gender pay gap among core 
staff. Alternatively, organisations can include even the most senior staff in the analysis by opting to 
designate staff as ‘core’ or ‘senior’, and generating comparisons within and between the groups. 
 
It is imperative that the payroll data is entered according to the specifications of the Tool. Detailed 
explanations of the requirements are provided in the following sections. 

 
 
Variables calculated by the Tool (DO NOT edit these variables) 
 

 FTE salary (Full Time Equivalent remuneration for the year for each employee)  
The formula converts part time salaries into equivalent full time salaries. Part time staff salaries 
should be included in your analysis to provide a comprehensive picture in your agency. This is 
particularly important as more females than males are usually employed part time. If part time 
employees were removed from your analysis the results would be skewed and incomplete. 

 

 Hourly Rate of Pay 
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 Standardised Annual Salary  
This is the figure used to calculate the gender pay gap. It is based on a formula using the hourly 
rate multiplied by the standard fortnightly hours stipulated in an employee’s/agencies 
agreement, to make a comparable analysis between part time and full time employees. All 
salaries are then based on the equivalent number of hours, providing a standardised full time 
equivalent remuneration. 

 

 Status (full time or part time) 
 

 Level Range (Core or Senior)   
Level range is based on the maximum level as stipulated in Step 4 of the Main Page tab in the 
Tool. This gives the ability to divide the analysis into two groups, core staff and senior 
managers, or to do an analysis with all employees. 

 

 Age (in years) 
 

 Age Bracket (provides ten year age groupings) 
 
 

Tables produced by the Tool 
 
The gender pay gap is calculated using a simple formula:  
 

1 minus (female average salary/male average salary) x 100%. 
 
For example, if average female earnings were $1,000 per fortnight and average male earnings were 
$1,500 per fortnight the gender pay gap would be calculated as: 
 

= (1 - (1,000/1,500)) x 100 
= (1 - 0.667) x 100 
= 0.33 x 100 
= 33.3% gender pay gap 

 
Based on the payroll data you paste into the Tool, the Pay Equity Audit Tool produces the following 
tables: 
 

 Overall gender pay gap 

 Gender pay gap by section 

 Benefits / allowances 

 Gender pay gap by level 

 Gender pay gap by age cohort 

 Rates of part time work by level 

 Rates of part time work by section 

 Rates of part time work by age 

 Gender pay gap by branch 

 Incidence of purchased leave 
 
The Tool can produce three different tables for each of these items: one for all employees, one for core 
staff, and one for senior staff, depending on which maximum is stipulated in Step 4 of the Main Page. 
 
It is possible for users to include extra variables which might be of interest to their organisation. For 
details, please see Section Four, “Adding Variables”.  
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Select method for calculating annual earnings 
 
The Tool requires users to enter the annual earnings for each employee. There are two ways of 
obtaining this information. Both have advantages and disadvantages. It is up to users to determine the 
most suitable approach.  
 
The first method is to use payroll data for a single pay period and multiply this by the appropriate 
number of weeks or months to calculate a yearly figure. However, Tool users need to be conscious of 
the possibility that some employees’ pay may be artificially inflated by, for example, the reimbursement 
of accumulated expenses or seasonal overtime. The pay of other employees may have been artificially 
lowered by, for example, participation in a purchased leave scheme. Users need to carefully check their 
data for these kinds of discrepancies before proceeding with their analysis. The use of a single pay 
period also means that employees who are not receiving payment at the time of the data collection will 
be excluded from the audit. 
 
The other method is to extract the ‘financial year’ earnings figures from employee group certificates. 
The advantage of using group certificates is that they provide an accurate indication of precisely what 
each employee earned over the course of a year. The disadvantage is that Tool users will need to 
account for instances in which staff have not worked for the entire year. Staff with a service break 
during the sample year, such as maternity or unpaid leave, or new staff who has not worked a complete 
year, will need to be averaged over the year. In these instances, it is best to use the longest sample 
period possible as short samples may not reflect annual pay patterns. 
 
Whichever approach is chosen, it is extremely important to examine the data for anomalies to ensure 
that it is truly representative of employees’ typical earnings.  
 

 
Create the dataset 
 
To achieve accurate calculations in the Tool, it is important to follow the instructions below exactly. 

 
The principal task that the Tool does in building the dataset is to calculate each employee’s full time 
equivalent (FTE) remuneration for the reference period. To do this, the Tool converts the raw annual 
salary for every part time and casual employee into full time equivalent figures. This allows for each 
employee to be compared on an equal footing.  

  
Organisations need to ensure that data is gathered consistently for each staff member. Data must be 
formatted exactly to match the following fields. 
 

Emp No:  
Employee number or ID number 
[This is for reference only and is not needed for the Tool to operate.] 

 

Gender*:  
M or F 
 

Year of Birth*:  
Four digits, e.g. 1960 
 

 
 

The fields marked with an   *  

identify the minimum data 
requirements. If left blank, the 
Tool will still work, but will not 
produce valuable data. Blank 
fields are automatically 
included, but can be ignored 
in the final analysis if no data 
is available. 
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Section*:  
Name of employee’s organisational section, e.g. Finance or Human Resources. 
In the Tool, ‘section’ refers to a large grouping (these may also be called divisions, directorates, 
departments or the like). Branches (see below) refers to a subsidiary grouping (these may also be 
known as units or work areas). Each section therefore contains at least one branch and usually several 
branches.  
 
 
 

 
 
 
 
 
 
Branch/Unit:  
This is the name of the employee’s branch or unit, being a subdivision of a section, e.g. Payroll services. 
See above. [If this division is not utilised by user, leave blank and ignore the corresponding data sheet.] 
 

Fraction*:  
Indicates the proportion of time an employee is engaged, e.g. 1.0 denotes full time (5 days), 0.6 
denotes 60% of a full time load (3 days), 0.4 denotes 40% of a full time load (2 days). The fraction is very 
important as the Tool will use this proportion to calculate the employee’s FTE salary. 
 

F/T Hours in a fortnight*:  
The number of hours designated as standard “full time hours” as per the individual employee’s relevant 
award/agreement, e.g. 75, 76 or 80 hours – NOT the number of hours the employee actually works. 
Many organisations will have the same standard full time hours for all staff. Some agency staff will be 
covered by different agreements which stipulate different standards for “full time” hours. 
 

Level*:  
The employee’s staff level, either coded alphabetically, or from 1 to highest level (maximum of 99). If 
payroll data does not include a numeric or alphabetical level system, the user will have to apply level 
codes to each employee to create values to insert in this column – the simplest way may be based on 
salary ranges.  

 
The level codes can also be used later in the analysis to differentiate between core and senior staff (see 
instructions for Step 4 on p.14). 
 

Raw Salary*:  
What the employee actually earns on an annual basis. Do NOT convert 
to 'full time equivalent', the Tool will do this for you.  
 

Raw salaries should 
include all payments to 
employees, including 
overtime, allowances, 
bonuses and benefit 
payments. 

Be mindful of not using a mix of numeric and alpha levels as the analysis will be compromised.  For 
example, in the current Public Service and Government Officers General Agreement  2011 there are 
levels 1 to 9, followed by Class 1 etc. It is best to convert the higher levels to a numeric number to 
aid analysis, i.e. in this case Class 1 would equal Level 10. Specified callings will also create problems. 
It is best to designate a comparable level based on their annual salary to include them in the 
analysis, i.e. a SC3 might earn $94,663 pa therefore they would compare to a Level 6. 

Section:  

Human Resources 

Branch:  

Payroll services 

Branch: 

Workforce 
development  

Branch:  

Recruitment 
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It needs to be emphasised that the raw salary figures must be compiled in the same way for all staff. 
Organisations that have separate payroll arrangements for different staffing areas will need to be 
especially conscious of ensuring consistency.  
 
It is also important to ensure that any allowance or bonus payments included in the raw salary figures 
are representative. If such payments are made regularly, there should be no problem, but if, for 
example, you are utilising the data from a single pay period and it includes an employee who has been 
reimbursed for 6 months’ worth of accumulated travel allowance, you should consider excluding the 
travel allowance component for that employee.  
 
Users might also consider excluding some employees at the extremes of income distribution. Although 
the Tool allows you to distinguish between Core and Senior staff and generate statistics and tables for 
these groups both combined and separately, you should assess whether the inclusion of certain staff 
could distort the analysis. For example, the inclusion of apprentices who receive low wages while 
completing their training could create a somewhat misleading picture of overall wages and the gender 
pay gap.  
 

Allowance/benefit  
Y (Yes) or N (No) – this indicates whether the employee receives an allowance or a benefit which is paid 
differentially only to some staff members.  
 
This category includes a wide array of payments, including but 
not limited to: shift allowances, travel allowances, higher 
duties allowances and attraction and retention benefits  
 
These kinds of payments are included in the analysis because 
the capacity to access them may have a gendered component, 
either in terms of discrimination with respect to their 
distribution, or indirect factors, such as shift payments being 
less accessible to people with family responsibilities.  
 
If the organisation does not pay any staff any discretionary 
benefits, then leave this field blank and ignore the 
corresponding page. 
 
Note that this field is used only to indicate that one of a range 
of benefits is or is not paid to each employee. If you would like to examine the value or distribution of a 
particular payment throughout your organisation, this can be done by including an additional variable 
for that allowance in your analysis – see instructions for Section Four ‘Adding Variables’.  
 

Purchased leave 
Y (Yes) or N (No) – this indicates whether the employee has purchased leave. 

 

 
 

Please note, the incidence of purchased leave can skew your data and may exaggerate your 
gender pay gaps, as full time staff sacrificing part of their salary to purchase leave may appear to 
be paid a lower than actual rate in the payroll data depending on the way your payroll system 
records purchased leave. You must check your payroll to determine this. You should recalculate 
the full time equivalent rate of those staff members participating in a purchased leave scheme 
and manually change their salaries in the data set. If this option is not possible, you should 
indicate in your final report that salaries for some people might appear lower than expected due 
to the incidence of purchased leave. 

It does NOT include benefits that 
staff members receive 
automatically. For example, leave 
loadings or district allowances, 
should not be considered as 
allowances or benefits for the 
purposes of this field. It is also 
unnecessary to include allowances 
that amount to very little 
additional pay, such as those for 
uniforms, first aid training and 
meals. 
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Purchased leave is included in the analysis because it is a proxy for flexible work. It is not necessarily the 
best or most important form of flexible work, but it is one that can be detected in payroll data.  If this 
arrangement is not available, select N for all staff. 
 
 

Additional variables 
It is possible for users to include extra variables which might be of interest to their organisation, for 
example, ANZSCO occupational codes, internal codes, or job titles. You could also use an additional 
variable if you would like to examine the value or distribution of a particular payment throughout your 
organisation, for example, payment of overtime, higher duties allowances and so forth.  
 
The data for these additional variables can be added as text labels, values of Yes/No or actual figures, 
such as codes or amounts. 
  
If you wish to include an additional variable in your analysis, see Section Four ‘Adding Variables’.  

 
Confidentiality of the data 
 
The payroll data submitted for analysis should not contain any employee names. The data must be kept 
confidential and its usage restricted to analysis purposes by the persons involved in the audit only. 
Users should also be cautious about publishing any results or tables generated by the audit which could 
result in identification of specific employees, for example, if there is only one female in a particular 
section or one male in a particular age group. 

 
Copy the data 
 
Once you have prepared your data, you are ready to insert it in the appropriate columns in the Tool.  
 
Firstly, ensure that your data is formatted exactly according to the instructions outlined above, and that 
it is presented in columns which follow the same order outlined.  
 
Also ensure that for the variables being included in your analysis, there are no missing values. That is, 
make sure there are no blanks for any employees within a column where other employees have data 
(some columns may be left entirely blank if desired, as described above). 
 
Select your payroll data. Do not select the column headings as the PivotTables rely on the pre-set data 
headers. Choose copy, and your data will be placed on the clipboard (in the cache of your computer). 
 
If your data is not presented in columns in the order shown, then you will need to copy and paste the 
data for each column individually.  
 
If you would like to practice using the tool with sample 
payroll data before preparing the dataset for your 
organisation, instructions can be found below. Otherwise, 
please proceed to Part two.  
 

 
Practicing with the sample payroll dataset 
 
This section gives some brief notes regarding the sample payroll dataset that is supplied with the Pay 
Equity Audit Tool.  
 

Instructions for pasting using the 
‘paste values’ function are 
described in detail at Step 1 of 
Section Two – How to use the 
main page. 
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The sample dataset is provided to demonstrate the Tool, enabling users to learn its use without having 
real payroll data to hand.  
 
 
1) Open the sample payroll data spread sheet (SamplePayrollData.xlsx). 

 
2) Select all the grey cells1. Ensure that you have not selected any white cells and that you have not 

selected the column headings. Click copy.  
 

3) Proceed to Part two. 
 

 

Part two – Instructions for using the Pay Equity Audit Tool  
 

 
 
Part two provides detailed instructions on how to use the Pay Equity Audit Tool to prepare audit data 
for your agency. This part contains six sections: 

 
Section 1 - Before opening the Tool 
 
Section 2 - How to use the main page 
 
Section 3 - Navigating and understanding your completed audit 
 
Section 4 - Adding variables  
 
Section 5 - Creating an Audit Report 
 
Section 6 - Troubleshooting 
 

Section One – Before opening the Tool  
 
The Pay Equity Audit Tool relies heavily on the use of macros, a 
form of automated script within Microsoft Excel. Please enable 
macros in your version of Excel by following the instructions below.
  
 

1) Open Excel 
2) Click ‘Enable Content’ to enable macros 

 
 
If this warning does not appear, select Options in the File tab and then select Trust Centre. Click on 
Trust Centre Settings button and select ‘Disable all macros with notification’. 

                                                 
1
 An easy way to do this is to select cell A2 (the upper-left pink cell), then press Ctrl-Shift-Down, then press Ctrl-

Shift-Right. Alternatively, you can select all the pink cells with your mouse. 

Please be aware that the following 
instructions are for Excel 2010 
only. Instructions for earlier Excel 
versions can be provided if 
required. 
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You will also have to unprotect the workbook, as some of the pages have been locked to prevent 
wholesale changes being made to the data. In the File tab press the ‘Unprotect’ link. 
 

 
 

Section Two – How to use the main page 
 
Open the Tool (Pay Equity Audit Tool.xlsx).  
 

STEP 1: 
 
Ensure you are on the main page of the Pay Equity Audit Tool. You can change pages (or ‘worksheets’) 
within Excel by clicking the tabs along the bottom of the screen, shown below. 
 

 
 
 
Click the button marked “Click here to enter your data”. 
 

 
 
You should now be on the ‘data’ worksheet. There are two sections in this worksheet.  
 
The grey shaded columns to the right of the page contain the 
formulae which do the calculations and generate the tables in the 
audit report.  The unshaded columns to the left of the screen are 
where you will paste your payroll data. You will note that there is 
already data in this worksheet. You should delete the data in this 
unshaded area before pasting in your own payroll data in the 
manner outlined in the instructions below. 
 
Once you have added your data in the unshaded columns only, the grey columns will then update 
automatically.  

Users should NOT 
manipulate the data that is 
created in the shaded area 
of the Tool, or enter or 
delete any information in 
these cells.  
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Pasting data 
 
Your copied data will be on the clipboard (in the cache of your computer).  
 
Ensure that cell B2 (the coloured cell) in the Tool is selected. Select the arrow below the Paste button 
and select the first paste values option. 

 
 
Once pasted into the Tool, your data should have logical values on a 
white background. If your data has copied with a grey background, or 
looks strange, with variables that don’t make sense and/or contain # 
symbols, you may have performed a simple copy that has transferred 
formulas instead of fixed values. Delete the data and perform “paste 
values”, as described above. 
 
If the problem persists, you should check that all numbers included in 
your dataset have been stored in an appropriate format. It is rare but 
possible for Excel to store numbers as text, which will prevent the Tool 
from functioning. You can check this by right-clicking on a cell and 
selecting ‘Format Cells’. This will display the format in use. If there is a 
problem, you will need to go back to the file which contains your 
original data to correct it.    
 
If the paste has worked successfully, click the button marked ‘Proceed to step 2’. 

 
 

 
STEP 2: 
 
You should now be back on the main page. You now need to enter the year in which the payroll data 
was sampled. For example, if the data was extracted from the agencies payroll system on 30 June 2013, 
write 2013 and press enter. You should write the year in the grey cell, as shown below.  
 

Year: 2013 

 
This information is used to calculate the age of each of the employees in the sample and enables the 
Tool to calculate gender pay gaps by age cohort.  

If you are using your own payroll 
data, and your data is not 
presented in columns that follow 
the same order as the data sheet 
in the Tool, then you will need to 
paste the data for each column 
individually. 
 
If your organisation has more 
than 20,000 employees, please 
see the additional instructions on 
page 25. 

 Proceed to step 2 
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STEP 3: 
 
At Step 3, you can modify the age ranges used in the Tool. The default ranges are shown, if you would 
like to change these simply enter the desired ranges in the table and press enter. If making changes, 
please note that each range needs to be adjusted individually and that you will need to ensure that no 
years are repeated or missed out. 
 

STEP 4: 
 
At Step 4, you can decide which staff you rank as ‘core’ and which staff are ‘senior’. You will have the 
capacity at every PivotTable to view results according to ‘all staff’ or either of the ‘core’ or ‘senior’ staff. 
For example, if you enter the number 7 here, then your analysis of core staff will include employees at 
levels 1-7 inclusive, and levels 8 and above will be considered senior.  
 
The maximum number of levels is 99. 
 
In the grey cell next to the cell marked ‘Core level set to', enter 
the maximum level at which you wish employees to be 
considered as ‘core’ staff in your analysis and then press enter. 
 

Core level set to: 7 

 
You can reset the core/senior level at any time during your 
analysis by returning to this step. 
 
 

STEP 5: 
 
Enter the name of the agency you are auditing in the grey cell, next to the cell marked ‘Name’ and then 
press enter. This is used to generate a heading on the index page. 
 

Name: Example Organisation 

 
STEP 6: 
 
Click the button marked ‘Click here to update pivot tables’. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Note that you will still enter 
details of all of your staff. At any 
time during your analysis you can 
select to view the ‘core’ staff, the 
‘senior’ staff or ‘all’ staff by 
marking a check box on the pivot 
tables. The data is not deleted. See 
section four for more information.  
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Section three – Navigating and understanding your completed audit 
 
After following the steps in Section three, you should now be on the index page, pictured below. 

 
The underlined words are links to parts of your audit. You can click ‘Return to the main page’ if you wish 
to make changes to your input (for example, to re-enter the payroll data, or to change the name of the 
organisation). Simply make the desired changes, return to the index Page once more, and click the ‘Click 
here to update pivot tables’ button. 

 

Please note:  
 

 Depending upon which maximum is chosen on the Level Range variable in Step 3 of the main 
page, the Tool will produce the tables below for core staff, senior staff, or all staff. Instructions 
on how to change the category of staff displayed in each table are outlined below.  
 

 If on some tables you find that the notation for the gender pay gap is 0 or 100% (or possibly 
#DIV/0), this indicates that for that particular field, there is no data for one gender. Change the 
notation to N/A (not applicable). This should be done before transferring the tables to a Word 
Document. 

 

 Caution should be exercised in drawing conclusions from audit results based on analysis of 
categories which include only a few employees.  
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Moving between pages 
 
There are two ways you can change between pages (or worksheets) in your completed audit. 
 
1) You can click the blue ‘return to index’ button at the top left of the page and then click on a new 
page on the index. 

 
Or 

 
2) You can switch between pages (or worksheets) by clicking the tabs along the bottom of your screen. 
 

 
 
 
Click ‘Overall gaps’ to view the first page of your completed audit. You should be taken to a screen that 
looks like the one below. 
 

 
 

 
Overall Gender Pay Gap – standard information pages 
 

This screen shows the overall gender pay gap (GPG) within the organisation and the overall density 
(proportion) of females within the organisation.  
 
The GPG is the difference between the average (mean) salary of female and male employees, expressed 
as a percentage. It is a simple calculation of 1 minus (female average salary/male average salary) x 
100%. Most pages work the same way as this page. Some have charts; some do not, depending on the 
kind of information created. 

 

Note that in the examples shown here, only core staff have been included in the tables. To include all 
staff, or only senior staff, see instructions below. 

Return      
to index 
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Using the ‘level range’ box 
 
On each page you can choose to display the figures for all employees, only core staff, or only senior 
staff. Make your choice by clicking the drop down box next to the words ‘Level range’ in each table. The 
box has an arrow pointing to it in the ‘Overall gaps’ page of the Tool. 
 

 
 
Senior staff are defined as all those above the level you specified on the main page as your ‘maximum 
level’, core staff include all levels up to senior. If you choose ‘All’ from the drop down box, then all staff 
will be included in the calculations.  
 
If you wish to redefine the core level set for your analysis, return to the main page. You can do this by 
clicking ‘return to index’ at the top left of the page, and then clicking ‘return to main page’ from the 
index page. Enter a new maximum level at Step 3, then click the ‘Click here to update pivot tables’ 
button. 
 

Other options 
 
Additional options are available for the following pages: 
 

 Allowance/benefits by section (tab ‘Allowance-benefits’); 

 GPG by branch; and 

 Proportion of employees who use purchased leave by section (tab ‘Purchased Leave’). 
 
See below for instructions on how to use these pages. 

 
‘Allowance-Benefits’ page 
 
Select the ‘Allowance-Benefits’ page using either method described above. The page should resemble 
the one pictured below. 
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The Allowance-Benefits page shows the percentage of recipients of 
allowances and benefits that is female and breaks this down by section. 
 
If the agency pays these benefits, ensure that ‘Yes’ is displayed in the 
drop-down box next to the ‘Allowance/ benefit?’ field. If ‘Yes’ is not 
displayed, click the drop down box and select ‘Yes’. If the agency you are 
auditing does not pay benefits to staff you can disregard this page. 
 
You can adjust the number of sections displayed in the table by clicking 
the drop down box next to the ‘Section’ heading (as shown above). 
Simply uncheck the boxes you do not wish to be included, the table will 
update itself immediately. 

 

‘GPG by Branch’ page 
 
The GPG by branch page shows the gender pay gap for each of the branches within a particular section. 
In the Tool, ‘section’ refers to a large grouping (these may also be called divisions, directorates, 
departments or the like). Branches refer to a subsidiary grouping (these may also be known as units or 
work areas). Each section therefore contains at least one branch and usually several branches. The GPG 
by branch page should look similar to the one displayed below. 
 

 
 
Select a section from the drop down box to examine the gender pay gap within its branches (shown 
here with an arrow pointing to it). In the screen displayed above, Section 2 is selected. Section 2 
contains two branches, Branch D and Branch C. The Grand Total column shows the overall gender pay 
gap among core staff within the section (note that again only core staff is selected in this table). To view 
the GPGs for branches within another section, select a different section from the drop down box.  
 
Once you have inserted your agencies data, the report will 
show your own section and branch designations, so that you 
may, for example, select ‘HR’ as the Section, and then the 
GPG of each branch within HR will be displayed, such as 
payroll, workforce development, recruitment, etc. 
 

 

You cannot display all sections’ 
branches at once. If you require 
the results for each branch within 
each section, you must select each 
section in turn and copy its results 
separately.  
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‘Purchased leave’ page 
 

The purchased leave page shows the proportion of employees within each section using purchased 
leave. The page should look like the one below. 

 

 
 
Ensure that ‘Y’ is selected from the drop down box next to the ‘Purchased leave’. 

 
Section Four – Adding Variables  
 
The Pay Equity Audit Tool allows users to include up to two extra variables which might be of interest to 
their organisation, for example, ANZSCO occupational codes, or job titles etc. 
 
You could also use an additional variable if you would like to examine the value or distribution of a 
particular payment throughout your organisation, for example, payment of overtime, higher duties 
allowances, car benefits and so forth.  
 
The data for these additional variables can be added as text labels, values of Yes/No, or figures, such as 
codes or amounts. Please note that if you are using figures to analyse benefits received, those not 
getting benefits should have 0.00 in the additional column entry. 
 
There are 2 sheets in the Tool file labelled Additional Variable 1 and Additional Variable 2. 
 
The instructions here show you how to add a variable for ‘occupation’ to your analysis.  
 

Step 1 - Adding an additional variable to your data  
 
You will need to insert columns into the Data page containing the variables you wish to add.  
 
In the example included here, occupation codes for all employees have been 
added using 2 digit ANZSCO codes. The pivot tables will automatically create 
field menu options based on the labels you use for your new data column. 
 
First insert a new column on the ‘Data’ page of the tool, by placing the cursor 
in a cell to the right of where you want the column to appear, i.e. purchased 
leave Y/N, right click and select ‘Insert’, then select ‘Entire column’. 
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You must now create a header for the new column. The sheet has been protected to stop accidental 
user error in the formulas, so you must first ‘unprotect’ the sheet to make changes in the column 
header row. 
 
You can now label your column.  

 
 

 
Next, insert the data below the column header. 

 

 
 
 
Now you will need to return to the Main Page and click “update pivot tables” 
 

Step 2 - Edit the additional variables sheet  
 

 
 
The sheet should look like this: 
 

 
 
To edit this sheet you will need to edit the pivot table in Excel that has been created to analyse the 
data. Follow the steps below: 
 
Firstly, click inside the sample pivot table. 
 

Please note that if you are adding 
a different kind of variable 
involving dollar amounts of 
benefits received, those not 
getting benefits should have 0.00 
in the additional column entry. 
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A Pivot Table Tools tab at the top of the screen will appear. (If at any stage throughout the process the 
PivotTable Tools tab disappears, simply click inside the Pivot Table again and repeat the process). 
 
In the Options tab click on the ‘Field List’ button to show the menu of 
available variables to create a new table.  
 

 
 
Rather than creating a new pivot table, it is easier to adjust the current table already 
on the sheet. You can remove variables you don’t wish to include by ‘un-clicking’ the 
tick box in the variable list. 
 
In the example shown, including 2 digit ANZSCO Codes to calculate the gender pay gap 
by ANZSCO Code, The ANZSCO variable was highlighted and dragged into position to 
the left of the Gender label (see below). 
 
 

 
 
As can be seen, the codes can be seen in the table by the average salary for both Females and Males in 
the next two columns. 
 
By selecting different sections or levels in this example agency, you can view the separate average 
salaries for males and females by section or level.  
 
To calculate the gender pay gap, the formula will have to be written next to the table, i.e. 
 
 =(1-(female average salary/male average salary))*100  
 

For example 
 

 =(1-(D10/D12))*100 
 
Depending on what you want to include in your table and how you would like it presented, you can 
drag and drop any of the variables into the pivot table or back into the field list box. You can also drag 
and drop variables from one area of the table to another, i.e. from the data field to the ‘Report Filter’ as 
shown below. Remember to add a new label for your newly created table. 



Pay Equity Audit Tool – Instruction Guide   Page 22 
Copyright Department of Commerce 

 

 
 
 
Pivot tables can be tricky to negotiate if you have never used them before. Just remember that you can 
always remove variables from the table and start again and that dragging and dropping the data around 
the table is easy to do and even easier to change.  
 

Section Five – Creating an Audit Report 
 
Decide on a structure 
 
Once you have finalised the audit results, checking for errors and outliers, the next step is to create a 
report for relevant stakeholders. For an example of a completed audit report, please see the Sample 
Company Audit Report. This provides a template for presenting the results of a pay equity audit and 
features some examples of post-audit strategies.  
 
It will take some time to decide how best to present the data and what to highlight about each 
table/graph.  
 
To create an easily understandable report, you probably would not include all the tables and graphs 
from the Tool. You may want to create an extensive, detailed report, to be available as needed, and a 
shorter version to be presented to committees and managers as a snapshot. 
 
The report should include a descriptive analysis of the information. Strategies stemming from the 
analysis should be made at the end of the analysis presentation.  
 
If you have excluded any employees from your dataset, make sure you explain why in the final report.  
 

Look and feel 
 
As it is more difficult to alter the tables and graphs after they are moved from Excel to a Word 
Document, it is important to make certain that they look the way you want them to in terms of their 
sizes and headings before you copy them into your report.  
 
Ensure you have selected an appropriate level range for each table, so that results for the appropriate 
category of core, senior or all staff is displayed as desired.  
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Change colours, fonts, background colours etc. to match your corporate style. 
 
Check the column width to make sure headings can be read easily, and justify the data so that it lines 
up well. Consider including gridlines if necessary. 
 
It is possible to change the order of columns within a pivot table, but not to delete information from 
the table.  
 
Note that when copying and pasting a graph from Excel into a Word document, you should perform the 
paste action using the ‘Paste special’ button and selecting an appropriate format, for example, ‘Picture 
(Windows metafile)’. Performing a simple paste may result in the graph or aspects of its formatting 
failing to copy to the Word document properly. 

 
Change the order of columns in a PivotTable 
 
Right click on the column header in the PivotTable, hover over ‘move’, then the action you wish to 
perform (note that the ‘move’ option will only appear when the cursor is in the header, and not when it 
is within the body of the table). 
 
In the example below we moved ‘Section 1’ to the right. 
 

 
 
The chart will automatically replicate the headers and the data order in the table. 
 
You may also want to insert charts and tables within the report from different sections of the Audit, if 
they seem to relate (such as the chart demonstrating number of males and females in each section 
using purchased leave, alongside the chart demonstrating GPG by section). 
 
If you are confident with Excel charts, you may create new charts to layer this information. 
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Section 6: Troubleshooting 
 
Before you paste  
 
Make sure your data has been gathered consistently for all staff. Organisations that have separate 
payroll arrangements for different staffing areas will need to be especially conscious of ensuring 
consistency. 
 
Carefully scrutinise data to ensure there are no anomalies which will affect its representativeness, for 
example, inclusion of benefits accrued over a long time in a single pay period.  
 
Staff with a service break during the sample year, such as maternity or unpaid leave, or new staff who 
has not worked a complete year, will need to have their pay averaged over the year. 
 
If your organisation has more than 20,000 employees 
 
The Tool only contains formula in the first 20,000 rows of the data sheet. If you wish to include more 
than 20,000 employees, you will need to fill down the formulae contained in the grey section of the tool 
to the cells below row 20,000. You can do this by performing a ‘handle drag’.  
 
Select the grey cells contained in row 20,000 in the Tool. Position your cursor over the bottom right 
corner of the selection until a small cross appears. Click the mouse and hold it down while dragging the 
cursor down over the desired number of additional rows. This will automatically transfer the formulae 
to the cells you have highlighted. 
 
Pasting data 
 
Once pasted into the Tool, your data should have logical values on a white background. If your data has 
copied with a grey background or looks strange, with variables that don’t make sense and/or contain # 
symbols, you may have performed a simple copy that has transferred formulas instead of fixed values. 
Delete the data and perform “paste values”, as described on page 12. 
 
If the problem persists, you should check that all numbers included in your dataset have been stored in 
an appropriate format. It is rare but possible for Excel to store numbers as text, which will prevent the 
Tool from functioning. You can check this by right-clicking on a cell and selecting ‘Format Cells’. This will 
display the format in use. If there is a problem, you will need to go back to the file which contains your 
original data to correct it.    
 
Making changes 
 
If you make any changes in the data sheet, return to the Main Page and click the ‘Click here to update 
pivot tables’ button. 
 
Interpreting the findings 
 
Depending upon which maximum is chosen on the Level Range variable at Step 3 of the Main Page, the 
Tool will produce each table for core staff, senior staff, or for each of these categories combined. Make 
sure you are displaying the appropriate staff group in each table. 
 
If on some tables you find that the notation for the gender pay gap is 0 or 100% (or possibly #DIV/0), 
this indicates that for that particular field, there is no data for one gender. Change the notation to N/A, 
not applicable. This should be done before transferring the tables to a Word Document. 
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Formatting axis values on a graph 
 
The graphs in the Tool are set up to automatically generate the scales shown on each axis. On most 
graphs, this will display percentage increments of 10 percentage points, e.g. 0%, 10%, 20%, 30%, 40%, 
etc.  
 
If you would like to change the increments shown in the graph, move your cursor over the right hand 
axis of the graph. Right click and a box will appear. Click on ‘Format axis’. On the Axis Options tab, click 
the ‘Fixed’ option next to Major Unit. If you want percentage increments of 5 percentage points, e.g. 
0%, 5%, 10%, 15%, 20%, then change the value in the box next to Major Unit to 0.05. 
 
The graphs have set the default for decimal points at no decimal points. If you want the axis to be 
formatted with one or two decimal points, then go again to ‘Format axis’, and go to the ‘Number’ tab. 
In the ‘Decimal places’ box, change the figure to one or two.  
 
 
 


