About RapidRem

The preferred method of inputting data for a CSi Survey is by using RapidRem, CSi's
data collection program. Designed to capture remuneration information in a fast,
accurate and efficient manner, RapidRem is delivered to clients via the CSi website (or
via CD-Rom in cases where web access is denied). The program is built on the
Microsoft Excell] program, ensuring that the entering and updating of data is performed
in a user friendly and familiar environment. RapidRem provides the facility to check and
correct remuneration data at the clients’ site, preserving the integrity of data used within

CSi publications.

For Technical or Remuneration Support at any stage during the RapidRem data
collection process, please call CSi on 61 2 8440 6524 or address an email to

support@classalinfo.com.au
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Main Menu

The Main Menu is the central interface for RapidRem. It allows you to navigate through
the various components that need to be completed for data capture.

Data Entry Steps

Completion of RapidRem involves 6
easy steps:

What's New for Entering Data
Company Macro Data
Remuneration Data

Feature Survey Data
Company/Contact Details

Réﬁdfem MAI N M EN U Send Your Data

) Complete each step by clicking the self-
\Welcome! Mease complete the 6 EASY STEPS of Rapid Rpiy titled blue buttons and providing the

specified information. Each step does
1. Click to vien: VWhat's New for Entering Data not have to be completed in numerical
order.

2. Click to enter: Company Macro Data Select the ‘About’ buttons to access

. - specific instructions for each of these 6
3. Click to enter: Remuneration Data easy steps.

nter: About

Data Due Date — The date that Feature Survey Data

RapidRem is due to be k: .
completed and returned to CSi. B Company/Contact Details
Send Your Data About

Data Due: 17 Nov 2002

. . | ) i X .
Click: about RapidRem about RapidRem - a link that transports you to CSi's website
Comment on RapidRem:  commentonrapidremi@iclassaling com.ay  EEWONOUESEN g ISRy EY TR gl NE R

Contact CSi via email: supportificlassalinfo.cor.au
/ Contact CSiviaphone: 612 9415 3455 /C_S‘i

Comment on RapidRem - a link that allows you to address an
email directly to CSi containing your feedback on RapidRem.

CSi's Contact Details — contact details for emailing or
phoning CSi for remuneration or technical support.
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What's New for Entering Data?

The first step to be taken before entering new or amending existing data is to view any
changes or additions that have been introduced to the Survey and which may impact the
data being collected.

Changes/additions may include:

» The addition of new positions and/or job families

» Deleted and revised positions

» New, revised or deleted remuneration and benefit columns

» Survey Feedback Session, Conference or Forum information
» Data audits

View ‘What's New’ by selecting on the Main
Menu. Your Web Browser will then open with the following pages:
RapidRem
gl What's New for Entering Data ?
LRI D T
¢ Win Reguss Selert e sorvey that yau are carmenty completing dasa farc
- Agsncabon of Corsuling Engrears Susoraia (ACEAR)
- AT B0 BolEc hndl Oy oSt
Aursiralisn Computer industry Compersation Group (ACICG)

- Sussiralizn informaton industry Associzzon {SiA)
Bankirg & Finarce cksirins
Bugsiass Evugrnet Inisirs
Computer Specidsts |Sastrabm|
- Confracior & Consukant Hales
- Defence Systens ndussy
Cangrosni s, Mahis Deaces & Seenifc Produits & Equgpmen
cusine=s
CeraralC ombirsd Fousine
Zenera maurance mdoety (GRG)

Feursree Rermurerstion Group (180G .
informaton Technoiogy indusirg Sureey (TS Select the Survey you wish to
Hira Zpafand T & Telgooemnmmun s moesing provide data for.

Hew Zegsand Comouler SoeHaise

R EEF TESFRFEEERRE
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What's New for Entering Data ?

- desncishon of Consulbing Engreers Susiraiia (ACEA

- B ssira i Comguter Indusiry Congensaion Griun
S0

-
& - fissiralan Bolechnalogy rousing
L]
A

Sursiraian mformaton ndusiny Sssocimon

- Hantorg & Finonce incusines

- Husnies Eguigrment Indusimy

- Gl Spec s

Conlrstmr & Cormyksnl Ralea

. [efence Sysiems Erngnssrs

Caagrcshes, Medcsl Dewces £ Scenbfc Products &
papman ndusres

- Genersl T ombired ncElnes

Cereral insurance hdussy (BRG]

- Fsuraree Remrerabon Group [1HE]

- Iformaton Technology ncdusiry Survey (T85)

- e Zeaiand IT & Telpoonmancahons Fousines
@ beew Fondpng

. A list of all changes/additions to the
m Fonvia b Proallians . ;
m Eoficapy Sorwiy Doy Survey will be displayed.
B Survey Fesdbach Sdsanmn
- M Zesand Computer Specalkss
Hon Sowerenent Orgarasshons (KNG 0} Rermurecshon




Company Macro Data

On this page you are required to enter/update/confirm ‘Company Macro Data’ or
organisational data:

@ Total Number of Staff (full-time equivalent)
Please note: some surveys may require breakdowns of staff numbers (eg. No.
of IT Staff or No. of Part-Time Staff, etc.)

® Annual Revenue/Turnover in Australian Dollars

® Your organisation’s sub-industry classification (which denotes the sector of the
industry that your organisation operates in — for example, your organisation may
predominantly sell hardware and operate within the broader Information
Technology & Communications industry, however, your organisation’s sub-
industry classification will be hardware.)
Please note: some surveys do NOT have sub-industry classifications

ﬂ&'ﬁ‘fﬂem Back to Main Menu on the red tag located within ea

PLEASE COMPLETE YOUR COMPANY'S MACRO DATA

Total Ho. of Staff Lh
Annual RevenuefTumover $A 180

PLEASE COMPLETE YOUR COMPANY'S SUB-INDUSTRY SELECTION

Mease categorise your company under one of the following sub-industries.
If your company falls into two categories, please select the one that generates the most revenue for
your company:

Hardware
Software
Services
Swskems Inkegration

Full Zervige Organisation

Sales revenue is generated largely imore than 5096)
from the sale of ADP equipment, generally including
fricro computers, mini and larde systems, peripherals
and printers. Ao incudes telecommunications
niEefworking equipment and component parts such as
Select a Sub- switching and cabling systems, modems, hubs and

industry routers.
classification

for your

organisation by ou have selected: Hardware To  facitate  accurate
clicking on the matching to a Sub-industry

. category, a definition appears
title and ) ;

. when you click on the title of
ensuring that h Sub-industr
the title is eac y

displayed next
to ‘You have
selected: ...’
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On this page you are also required to enter/update/confirm the following information:

# Your organisation’s salary review date - the date that the majority of your
organisation’s staff receive their salary review.

# Your organisation’s staff attrition details — the number of employees that have
left your organisation on a voluntary and involuntary basis over the past 12

months.

Please note: some surveys require this information for full-time and part-time

staff.

# Budgeted Salary Increase Figures for the previous, current and next financial

years.

Please note: some surveys require this information by job family.

PLEASE COMPLETE YOUR ORGANISATION'S REVIEVS DATE

Please indicate when the majority of your staff receives a salary review:

<

PLEASE COMPLETE YOUR ORGANISATION'S STAFF ATTRITION FIGURES

Attrition Type

V1 of Employees

Total Attrition

Voluntary Attrition

Involuntary Attrition

PLEASE COMPLETE YOUR ORG

ION'S SALARY INCR

QE BUDGET FIGURES

Salary Increase Budget Figures

Overall %4

Financial Year 2002 - 03

Financial Year 2003 - 04

Financial Year 2004 - 05

Click on the arrow to view the
available response selections.

Select the response that best suits
your organisation.

Instructions for each category can
be accessed by placing your cursor
on the red tag located within each
cell where data is required.

Enter your organisation’s data as a
percentage. You do not need to
enter a % sign.
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Remuneration Data

On this page you are required to enter, or update, your most current remuneration data.
Our remuneration spreadsheet is designed to provide all Microsoft Excel ™ features,
except deleting, moving or adding a column. Enter your remuneration data under the
relevant CSi column headings by typing, copying/pasting or importing your employee’s
data.

A ‘RapidRem’ toolbar containing specific RapidRem functions is available in the
spreadsheet. Refer to the ‘RapidRem Toolbar’ section below for more information

on the functions provided.

El Microsoft Excel - RapidRem_TOPDZ 1031 . - | 5] |
B)Ele Edr Yew et Fgrmat [ook Qats Window Help =181 x|
DFHE «-=- Hil (o «~|(n|(EE _-h-4- | op e seorry. | R K e,
Pain 1= Togge haadings @ view FOs B Dats Input Definitiors S Import data 9 Erors RIEdiEror ¥ Help
Fd j ® Cyrenl Tasable Bage Salary (5)
A B (% i} E F | & H =]
- - o= Eniar il annus assbie base |
L8 Sursey e giomal CrmEnt Galary {Cumend as o the i
Emploges 10| Poshtion Position Tithe Resprnsibiity | Locstion of Loy Base | | eftective date of the y
. Mo ol | Position (State) | Seve
i Lode l}l:.l.l'll" Salary ) bedore tax and encheding
= e — hﬂhﬂiﬁmdﬁmmuﬂm :
& 123588 0| Anakest Programmar 2 20000 it et Hems
] 12351 H0|CED 2 237000
) 12540 AL Cenarad Manager r) ] AR
2] 123572 40| Sales B Marketing Dinacho 3 3 1BECOD
H 123573 30|Human Rescurces banage 2 2 2B2E00 o 23625
10 123574 H0|IT Specialis 2 3 224000 = HED
11 123515 A0 LAN Suppor Anslysl 3 Z44E00 L ZHI52
2 12576 S| Reeeamh & Devakgeman | & 3 (5000 . A 2000
13 123577 A0 | Accourts Oficar 2 3 000 5 B0
14 123578 30| Markeling Sirategist 2 3 20000 o 22500
15 12358 S0 Ml arkeling & Cammuncatn 2 3 200 ¥ F1330
16 S 1] T Zakes Repragan|s e 2 E 475000 5 35150
: ] 3 1 BRI - RS
There are comments (red tags) attached 2 2 E2E00 g 23675 =
to each CSi Column Heading. If you run 2 3 224000 5 2MED
your mouse slowly over the column (S & 3 24A0m : et
headings you will be able to access these HEEEEE = = '.'.':1':':': 2 :'Illlll
comments. The comments provide an [ - 3 4o & 3 £
explanation of the data that is required in 7 c] 1EEDO0 - 16500 .
each column of the spreadsheet. | Remmnerationsheet / cormer 2] 7| T EpiEh W
ML
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The RapidRem Toolbar - Overview

The RapidRem toolbar that appears when you open your RapidRem file contains buttons
that will assist you with entering your data.

Main Menu - takes you back to
the Main Menu from each sheet
within the RapidRem file. See
‘Main Menu'’ for more info.

Toggle headings — shows or hides the first row of the
spreadsheet which allows you to enter or view your
organisation’s remuneration headings that match to the
RapidRem column headings. See ‘Toggle headings’
below for more info.

View PDs - transfers you to CSi's Website to view
Survey Position Descriptions and facilitate matching
your employee data to the correct CSi position
description. See ‘View PD's’ below for more info.

Import data — allows you to import your own data
spreadsheet into the Remuneration Spreadsheet.
See the ‘Import Data’ section below for more
information on this function.

| i Main Meru = Toggle headings @ View PDs [F3 Data Input Definitions %Impnrt data ' iCheck Errars 7€ 1Edit Errar ? Help

N A

Data Input Definitions — provides a concise and printable
version of definitions for each data input column.

Check Errors - highlights all errors and
anomalies in your spreadsheet and provides the
facility for you to correct them. See ‘Check Errors’
below for more info.

Edit Error - enables you to correct individual
errors and/or add comments to explain any
anomalies in your data. Any comments entered
will be saved for the next survey data capture.
See ‘Edit Error’ below for more info.

Help — provides information to
help you complete your
Survey data.
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Toggle Headings - /= Toage headngs

RapidRem provides two rows for column headings — one row for your organisation’s
Remuneration Headings should you choose to enter them, and the other for CSi's
Column Headings. The ‘Toggle headings’ button allows you to show or hide the row
containing your organisation’s Remuneration Headings.

It is not uncommon for the same remuneration item to have
several different names within different organisations, for eg.
Health Benefits may be referred to as ‘Health Insurance’,
‘Medical/Hospital Cover’ or ‘Medical/Accident Insurance’. If the

titles of your remuneration items differ to the CSi column
headings in the remuneration spreadsheet you may use the
first row to enter your own Remuneration titles. The titles that
you enter will be retained/saved from cycle to cycle.

£ Microsoft Excel - Ray o] ]

2] Fle EdR Wew [reert Fgrmat Took Dats Window Help =181 %]
=l - " Bl =B BEE- TN. = i
Main Merws 1T Toggle haadings @ view FO= £5' Dats Input Definitiors B Ivport data 9 Chack Brors MEEditEror T Help

EE i ® Locabon of Posion [SIaE)
& E
. Lurrersl
Position . Fela PRofa . .
Fagproll Mo Code Title Responsitities Post Code Iﬂli.il.' Base  Supes Hupes § .

i) Kalsry

(=]

i Surweg Location ol Guimar E::E:rl E::E:rp :
Emplopee 1D p';:";:" Position Tas position [tatey | O iribition| Cortribtion | €

4 LI w i Drasi) 4] 5

[ 123560 00 [ iy ] 22500

& 123570 TOONCED o mre afamping fo chang profeciad anes ciwarkshast 3 21330

r 12357 AL Gane ) 33150

-] 123572 A0 Sakes = G

9 123573 W0 Humia ] J3EG

10 123574 S00|IT Zp ] 20180

11 123576 00| LAM Suppart Analysl 3 244300 a 2032

12 12356 S| Research & Develgenen 5 | 203000 3 L2000 |

13 | FE-TH AL Ancouns CHcar 2 1 1110EK] 4 BALL]

14 123578 W0 rarkating Sxrategst . 1 250000 4 13500

15 1235m3 000 | Markeling & Commfftgfin 2 3 237000 a 21330

16 123500 AN Sales Represenlglh 2 3 435000 9 F150

17 12381 A0 |HR Directoe 2 i 183000 : L= P

18 1302 s 2 2 252500 9 FE 7.

19 123503 000 p | 234000 9 A&

a0 123504 =00 ] k| 244300 3 012 g

Wil WY Corfir [+ | o

TR

If you attempt to modify any heading within the row of CSi
Column Headings a message box will appear denying

you access to make any changes. It is mandatory for
Survey processing that the CSi Column Headings are not
edited.
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View PDs - | ¥iew FDs

The ‘View PD’s’ button transfers you to CSi's Website to view Position Descriptions and
facilitate matching your employee data to the correct CSi position description.

JOB FAMILIES
S BLES:
=LIPPOAT

When you arrive at the CSi website, peruse CSi's

FIMAHCE & ADRMIMETHATICN
dIMAH RESOURCES
FESEARCH & DEVELOFMEN
PleHUFACTURING

S DFLUTING

LG FETICE
SRADLIATEES

JTHER (AGRCULTURE & SH

position descriptions by selecting the appropriate
job family followed by the role/s you require.

T

FPING

aj

JOB BECTION: MARKETIRG
Managemand:
2100 Incheslry Markebng M
Frodust Maragemgfint:

aner

140 Proches] Devel s nd Spedc il DM ansger

b | U 5 | M e
X Maksd Rapearch Ocei
230 Markeing Assistant

Adverfising/Public RalatiensiC

2500 Warkahng Commemanicalions kY

ommunicalion:

STecl

2500 Wiarkahing CoememianicalioneFR Ofcer
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Data Input Definitions — Datalnput Defintians

This button provides you with detailed descriptions of the remuneration items required to

be entered into each of the columns on the remuneration spreadsheet. This information
will help you to match remuneration items within your organisation’s salary packages to

CSi's remuneration items.

Please note: this information is a printable version of the information contained within

the comments (red tags) on the columns within the remuneration spreadsheet.

DATA INPUT DEFINITIONS  panidRem
e o Select the link to be taken to a
EMPLONEE 10 printable PDF version of this file.
%1 SUHYEY PsIiTRn Copl
WIS TI0M TITLE \
SUE-SECTOH [TELL
SUESECT A (i
A51A FACFIC AEGEORAL COOE Select any remuneration component
HLGHIMAL ISP SIELITY (W0, OF COURTEILS) listed to view a definition.
LOCATION OF POSITION (STATE]
COHPANY BUSIHESS LRI ST
el 50 &
il F5 D00
FHEMIIN SHEE GO —/

[0 About RepidReem
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Import Data - - “taImport data

The ‘Import Data’ button allows you to import your data into the Remuneration
Spreadsheet.

Remuneration and benefits information stored in any Microsoft Excel ™ file can be imported
directly into RapidRem. Select the ‘Import Data’ function on the toolbar and follow Steps 1 - 7.

2 W = || x|
] File Bl Yers eert Format D:-Jla Ea:a W N =8| =]
DER < -m=- HE "o - s EENNa®-A- T b e Senrite. P10 R ee
& Miain Marw 2= Toogle haadngs 0§ view Pos 25" Data Input Definitore. {5 Import data | 9 Oned: Erors. #iEdt Eror T Halp
Ed ;I B Listalii of Pogilios (S1als)
) B [ 1] E Import data| 3 H =
- [ETRl
Parpindl Ho r-a.-.-hlm B Firal Laile Laxslila llase
Linilé = ]
1
Reqpional Super Super B
C Bl Sursey Cumem
Rezpansisiiy Location of Company Campany
Emplopes 10 PET'::.] Position Tt (Wi ol Posi ko (State) [Fanninie H;H (Corviribvarson | Gl ribyirion ]
[ ] _ Ciniinirias) Ty al h %
5 123560 0| Analyet Programmar 2 3 250000 a 22500
b | 123570 F000(CEC 2 3 237000 a H3m
| ¥ X[ =enaml Manager 2 | 435000 9 wis0
] e T 4| Saks & Markebng Dargclar 4 d MBI ] i = 0]
9 123573 AW [Humem Rasogces Masage Fi 2 RS0 ] A
i} 123574 IW0|IT Spec:ialial 2 k] 22400 o] AN
11 123575 JI0|LAN Suppod Analyst 5§ 3 2448300 a 22052
12 12357E EX|Research & Devalopmert © [ | 200000 Q 420m |
13 P T FH Ao coins Do ] | 211D ] BN
14 123578 AW Marketng Stralagal Fi 3 oI 9 22500
5 23578 F00 | Marketng & Comrunicalio 2 3 237000 a H3m
& 123550 20| Sales Fepresantatss 2 3 435000 ] 0
7 123580 4000\ HR Directar 1 3 1E8000 a a0
1B JE M| Saks Dieechar ] 4 ZhAAD 9 FL T
13 123553 I Cigaialinre Mansgai 2 3 EEC 0L 9 ZN1ED
a0 123564 I |BranchdTMice Mansgpar b 3 248300 a -E'ZIE'C -
M4 b W, Mantery J ComparyMaonCets ', RemwmerstnornSteer  Condr 4] | I
feady R
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Step 1: Opening your data spreadsheet

z FEIE
] B Edt ew Fsert Fomst ook Dsta Wk Hel e
DEH AT J|m< vi-cur T~ Il P -E,

| 72 i s P2 Togle hesasings Y e PO [ Dt It Definitions: | B amport et W Check Errors PUREE Envor T Helo

P

Chigml 1D

Navigate to the location of your remuneration data
spreadsheet and select the file.

Please note: You may only import the following file types:
- Excel
- Text
csv

= =R =T Rt = ] o

(EN|/E]
[+

Eoorely Tk 25 hlag

L HEENEEE DA S e @~
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Step 2: Workbook selection

If you have several el =8| x|
worksheets in your data i i i =lF] x|
file, you will be asked to ‘JFSUE—ALR-aFWETY LI N T T A

select the worksheet you L2 roggle hasdrgn ) viesrPn P Dk Inpast Cafirtions & et data W Chack frors F0Ede Errar '§ Help

would like to import.
Eelet Shest buldng data in 'fos 'Workbesk

L [ 4 K L =
If you wish to import two WORKSHEET SELECTION Super =
separate sheets you will | Sl Ci:::m ET:W Tasge
need to conduct two CSl Use Employ Posi The data file you have spensd has ¥ v Smbary  Incent
. u | Only aall} 0o geyerm|workshests fmbs). Please seleet  [Cominle . c e o ilic &
separate imports. P easye the worksheet that contains your data % of i1 & Super
ensure Employee ID's base)
: 7873 17.00 Y 0
appear on both § T R .
spreadsheets. : 857 | HR 17.00 i [
G567 CE 17.00 i 0
If you have only one ¢ 45RT Sales 1700 " 0
worksheet in your file, 4778 Marketie 17.00 : i =
this message box will § jg?] ) ‘Igg . E
[} il
not appear. 1HER 17an 1
1241 17.00 q i
gane Clieh to neeapd thi sele el werkshasl 17.00 _- i
i) 77 1700 1 I
ShRTB 1700 1]
1234 23 | 2 T2 nn [ ) 13 POl LRI 17.00 i 1}
4362 31 Helpdesk 5 2 AERI00 1700 1 1
17 Carrant G153 31 Helpsdesk 5 2474700 17.0n 1 1}
7R35 2 Hedpelask 5 52700 1700 1]
1213 ] Helpdgsk L 434000 1700 i o
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Step 3: Selecting the row in which your Remuneration Column titles appear

Elpe gt Yew Joet Fgmet Joos Dats Window Hep
DEFEESRY sbBAT -~ R AdU DS -3,
Ll Your organisation’s internal headingsftitles used in YOUR ch Errors WAEdk Emor § Help

spreadsheet must be displayed in the dialogue box that appears
once vou have selected vour file.

Use the ‘Up’ or ‘Down’ function to select

the correct row and click the ‘Select’

button.
1
2 Cumr
3 E_'-"' SkabiecECS] Lise Ol iErpdorseas 10 Posithon o |Poskion T | Presrium Skl Oode |Post Code
BN
5 Cuir
F o oy Foureolumn heading row should appear in the window abowe, it does nol, use the wp
7 Curr & down bustons fo locate the row tontaining your eslumn headings, then click select Select =
B Currem e . - e e -
9 Cunrend 7811 B0 |helpdesk 5 2 3I5136.00 17.00 0 1]
10 Current i B0 Helpoesk 5 2 3513800 17.00 0 1]
11 Cuwrent T B Hial prssk & 2 351300 17.00 i 1]
17 Current g7ae 00| Halpask 5 2 4TERI00 17.00 i ]
17 Current B7ES B0 Halpdask 5 ? 4002700 17.00 0 i]
14 Currend BETE B0 Helpdesk 5 2 4359300 17.00 0 1]
15 Current 1734 B0 Helpossh 5 2 4EEZTO0 17.00 0 1]
16 Cunrent 4352 B Hial prssk & 243500 17.00 i 1]
17 Current 153 00| Halpask 5 24747100 17.00 i ]
10 Cumrent TR B0 |Halpdask 5 2 4EEZ7.O0 17.00 i i]
19 Cunrend 1213 B0 Halpask 5 2 4E749.00 17.00 0 1] -
il gl g Teih jy faan Foew Foo 1 o ato Pail 'l el
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Any column
heading on
your data
spreadsheet
that is exactly
the same as a
RapidRem
column
heading will be
automatically
matched and
appear in the
‘Matched
Headings' box.

The matches
you make

manually will
also appear.

Step 4: Matching your remuneration items to CSi’s column headings

Before importing data into RapidRem you must match the column headings on your data
spreadsheet to those on the RapidRem Data Spreadsheet. This will ensure your data is
‘dumped’ into the correct columns.

If your organisation’s headings are different from the CSi headings:
- Select the CSititle — found in the dialogue box ‘CSi's Headings'.
- Select your organisation’s corresponding internal heading — found in the dialogue box
‘My Headings'.
- Click the ‘Match Headings’ button.

Continue until each column required has been matched.

Match My Codumns to C5i's Columns

CEi's Headings
Super Comgany Confribulion (F)
Employes Salary Sacnoe Sugf ()
Leaws Loaaens |'n'll,
Leawe Laadmg (5
Cihesr Cagh

Car Replacemenl Walug
Car Coala

Car Cost P.A [Excl
Car Gost F A (g

Mateh Headin <

fatched Headings:
Ermmlayaa L Ermnlawas L =
CE0 Swrvey PosBon Coda Pasilion Code
Fasihan 18 Pasihen e
Locafon of Position [Stabe) Post Code
Cumenl Taxshle Base Salary  (3) Cumanl Taxatble Base Saleny -
=l e anmual connbubion meds o Seoersanealion by Bie aomoeny or -
behal of the employes This may include special exsculive mds, ons-oll
payrnents ebe. Please erler 3 ligures. vou do nol need o comphels (hs
sodurna if you have sleady completed the "Super Company Confribution [%

l":l Fuaaal’ calisrin .d

[

Definitions for CSi column headings can be
viewed by selecting the desired heading in

either the ‘CSi Headings' or the ‘Matched
Headings’ boxes.

[0 About RepidReem

Should you need to view this help
information during the ‘Match Headings'

process, select ‘HELP'.

16

To cancel
an
incorrect
match
select the
heading in
the
‘Matched
Headings’
dialogue
box and
then click
the
‘Cancel
Match’
button.

When you
have
completed
all matches,
click ‘Save
Matches' to
continue the
Import
Process.




Step 5: Identifying missing or duplicate Employee ID’s

RapidRem will not import lines of data with missing or duplicate Employee ID's.

At this stage, RapidRem will identify any missing or duplicate Employee ID’s in YOUR
data spreadsheet.

If there are no missing or blank ID’s you will automatically be taken to Step 6.

If there are missing or duplicate Employee ID’s in your data the following message box

will appear:

Imporl Sheal Pishlems

There are some lines of data in your import worksheet that do not have
Employee [0's, or have duplizate Employee ID7s.

Lines withouf Employee 1D or with duplicate Employee ID's will HOT be
impored.

i you wizh to fiz your missing or
duplicate Employee I0's click:

I you wish ta continue with the
import, click:

Continue Import

You may choose to continue the

import process - without making
corrections by selecting ‘Continue
Import'.

This option may be selected if
formatting  variations  exist.  For
example, you may have deliberately
left blank rows in your data
spreadsheet to differentiate  job
families or internal departments within
the data.

Rows with blank or duplicate ID’s
will be omitted.

Selecting this option will transport you to a summary of the rows that contain missing or
duplicate Employee ID’s so that you can review/change/delete information where required.

This page provides a summary of the
rows containing missing or duplicate
ID’s.

R s PRis
@ LT LTI R

[=] L ]

Using the information in this summary
sheet return to YOUR data spreadsheet PP A ——

and enter the correct details.

Once you have corrected YOUR
data spreadsheet, return to this
page of your RapidRem file and
click the ‘Back to Import’ button.
This will take you to the start of the

import process.

[0 About RepidReem
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You will be provided with one of two options to continue the import process:

(1)

Conform using same import file

You already have an import file open.
Vould you like to continue using the
same impaort file?

Select ‘NO’ if you would like to re-
) _ open your spreadsheet or open a
Select ‘YES' if the file to be

) ed is still e it new data spreadsheet for
imported is still open i.e. it was ‘_ imoorting.
not closed after corrections were “ poriing

made. You will be directed to open the file
required.

Hnace opan poun defs Bn

Navigate to the location of your remuneration data
spreadsheet and select the file.

Please note: You may only import the following file types:
- Excel
- Text
Ccsv

H

Pt of bipsi e nsd Taetj 5 s

Perform import processes steps 2 — 5 again.

[0 About RepidReem 18



Step 6: Selecting your Import mode

RapidRem provides 4 alternatives for importing data. Read the description provided below each link
and select the most appropriate option.

Select Import mode

You now need to selectthe appropriate option for importing your data. Please
note that RapidRem allows you to impaort data in several loads if required.

Clear 0Id & Add New Data

{This option will defete any existing daita incliding any explanation of anomalies and
foad your naw data into refevant ¢olimns)

(This option will reference existing empioyee I0's and foad new information from your
daia sheet. NB: this opition only ovenwites the columns that yvou import. New li)'s
ihat appear on your daia sheet wiff also be joaded )

Update Existing Employee 10°s Only

{This option will reference existing empioyee )'s and load new information from your
data sheet. NB: this option only ovenmites the columns that yvour import.. E.G. you may
have previonshy delfeted non-matching employees from RapidRem, and now you simply

want to ypdate your remuneration without adding any new employess)

{The opiion will load new employee ID's from your daia sheet only)

[0 About RepidReem 19



This dialogue box indicates that you have successfully

Step 7: Import Complete! imported your data into RapidRem.

Select OK.

Data Import Complete

Your data import is complete (rows with blank or duplicate epfployee
ID's have heen ommitted).

C5i recommends that you check Errors and Anomaligé
sheet by clicking the "Check Errors” icon thatappy

[

in your data
ars on your toolbar.

[0 About RepidReem
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Check Errors - ? Check Errors

Check Errors highlights all errors and anomalies in your spreadsheet and provides the
facility for you to correct them.

Errors must be corrected before RapidRem is returned to CSi.

E3 Micoerpeft Ewcel - RapadFen_EFI 710301

(] e Bt Wes [reert Fywst Jook [eta Windos Hep _ 18] x|
e AT BT - - A HI DA -G,
7] M Mer 12 Toggle headngs: {0 visw PO5 [ Dt Jopask Definations B8 dnpeort datn W Check Eivoes 0Ed Ever ' Heip

[HF! j = Fecionsl Mansger S8 WA,

_—— Lol _'; a Super

e ' " = oy
Code Posstion Trle Poodt Cosfie Tasabie Hass ot I:_ Company
e Ealan " contrib )
T mbase "

L =)

Posilinn Tille

4
B 2 Fdansger People & Cukug 1] 500 b A red bar appears
i 3 &1 |Retslinnship Marage 3 45000 B n along the top of
7 4 BED|Chist Finaecial Ofiesd 1 = 1] . .

: p B0 [Copoeste Butiness . ; 0 columns containing
8 ! 2|Manzzing Dwaclan | & 1] errors.

0 2] 3|Hesd of Cradi Rk 3 o 1]

" 4 3 ¥ 0 [

12 11 3 o 1] i

13 12 E] L [n} I

[ 14 15 & ahii : 8 i i
& n, S [Py e Errors. are highlighted in red a a 3
E 17 sl Iememmpsm—_——_  {ct \Vith a red border. 5 0 0
17 13 57 |Branth Manager 0 2 a E, i} 0
168 19 TES | Custoemer Sepape Oficer 2 33000 o 1] 0

| 13 21 EE|Felationship Oficer Pros ] 0000 G 1] )
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Anomalies are figures that deviate from common market practice.

Anomalies are highlighted in blue and green text enabling you to identify the anomalous
figures and confirm that you are satisfied with their accuracy or make corrections where
necessary.

There are two scenarios in which anomalies will be identified:

1. Column Anomalies - if a remuneration or benefit item does not appear in your
data for a group of employees that generally receive it, e.g. a sales team not
receiving sales commission, a column anomaly will occur.

= BRI TR
Bk bl yes pswi fgsa sl [es s e alg|m
i E BAT LhRd o L R [ I o

remre = lae wedrgl [ s= 0 0 iea o beiveeos Bomwer cws I OwiBom IERew T

= Eaiy . 4 T | i [F = Asalll
[T 11 L s "T IT.III' "::""I':n o £ .: P Bl |
LEE | e . " fii | meE i} s dj | a3 THT

B, O

An example of a Column Anomaly
highlighted by the blue bar across
the top of the column and the blue
font and borders on individual cells.

2. RapidRem Benchmark Anomalies (RRB) — RapidRem Benchmark figures are
calculated for each line of data (ie. The sum of all salary and benefit items
entered into the spreadsheet is calculated). RapidRem Benchmark Anomalies
occur if a the RapidRem Benchmark figure for a particular line of data deviates
more than 30% above or below the market median for the relevant position
code.

B vl Fursl W spilen BFE] FERICT

Birm B s i Paess Jeok Qe Weeks  pew =l i

N (AT kT L " S PO R S w [V
e B s laades (s te PR bas peed Ueimsss BB peewi ams W Onsi Beiss pihick v W ien

- -

r =] A i A Al

]

il bw's
Tiake

RRB Anomalies are highlighted by a blue bar across
the top of the ‘RapidRem Benchmark’ column and in
blue and green text on individual cells.

imaaer IF

Wwwin P |
[T L "I"""' sl ::'"”":_
e = M

* RRB'’s that are more than 30% above the
market median appear in blue.

RRB's that are more than 30% below the T T
market median appear in green.
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Step 1: Checking Errors & Anomalies.

When you click the ® checkErors |y jtton on the RapidRem toolbar the following message
box will appear:

This message box provides you
with the number of errors &
anomalies found within your data.

Summary of Errors & Anomalies

RapidRem has checked your 11 lines. 0 errors and 2 anomalies were
found.

Errors must he addressed hefore your data is sent CSialso highly recommends

that you address any anomalies. Two options exist
to correct errors

Cells containing errors nowappear red. and/or anomalies
Cells containing anomalies nowappear blue.

Return to the
Remuneration

select this option if you have many Data and correct
S0 [ G5 B emmorsfanomalies to address or if you wish to X?]L:)rmE;ﬁgrssb%

manually navigate to emorstanomalies

You may address your errors & anomalies by either:

manually locating

each one.
OR:
- select this option to allow RapidRem to View Errors &
automatically prompt you to address anomalies in
emorstanomalies in sequence 4 sequence. Proceed

to Step 2.
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This option will direct you to each error individually and provide you with the opportunity
to make corrections. Please note: if there are no errors in your data, you will be
transported to Step 4 or Step 6.

E’m- S L MRk T T
kst kol bt b Yo AL 22
R ey e i e

A definition of the required i syl )

information to assist you with i i -

correcting the error. - ] )
Pigrpn anher the carmet Sigary: 1

Buttons to navigate through the

Errors & Anomalies.

Tt airefioun cell curmendly onbing

DN e S Tt it b ¢ vt el Identifies the column and line
P Piaws S 1 o Hemiies |- § Sarvesy Proailion Codo feaxies Pr Ip-. . that ContainS the error.
E |.._--‘ - B 'I" .n"-'hlhmm
froarcees e

Aaary

#sk - Current information contained

8 within the erroneous cell.

| B8 Burvey This Isan armor becauss:
Emplages 08| Pasilen
[ v el G 1 .
_::: — n . An explanatlon as to the reason
7 e 4 why the data entered is
X | PYTEC Eatgmn Dalinien erroneous.

You can make corrections by

, entering data into this field.

Step 3: Completion of RapidRem Error Checking

Rapidfem Ermor Checking is complete. Procesding fo
anomalies.

RapidRem will acknowledge the end of
error checking with this message box.

Select ‘Next’ to continue

-3

the checking cycle and

address anomalous data.

[0 About RepidReem
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Step 4: Column Anomalies - please note: if there are no Column Anomalies in your
data, you will be transported to Step 6.

Lomment om anomalous codsm E

C5i has |denfified sevaral o the same type of

) anomsly within the column endified:
Indicates the
column in which the
anomalies occur. Address column anomalies by either:
This eolumn soptains ansmelsus cubls 1. Retuming to the data and
[ A—— correcting/deleting information.

OR

An explanation as to the
reason why the data
entered is anomalous.

2. Providing an explanation for the
column anomaly - for eg. All sales
employees have performance goals
that are broader than sales quotas
and therefore receive  Target

Clich b return o Plesse provide an explanation Incentive  rather  than  Target
dats to Inpud this OR a5 fo why these employees do Commission. All comments entered

infermation. ot recaive this benedit will be saved from cycle to cycle so
that you will NOT have to check the
same anomalies on an ongoing basis.

Select the ‘Next’ Button

4 to proceed to the next

column anomaly.

Step 5: Completion of RapidRem Column Anomaly Checking

Rapid Rem Column Anomaly Checking is complete
roceeding 1o TRE anonalies.

RapidRem will acknowledge the end of
4_ column anomaly checking with this
message box.

Select ‘Next’ to proceed to TEC
ﬁ 4 checking.
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Step 6: RapidRem Benchmark (RRB) Anomaly Checking

RapidRem calculates all of the salaries and benefits entered for each individual
employee and places the calculated figures in the RapidRem Benchmark Column.

When a RapidRem Benchmark Anomaly is identified, the figure on the remuneration
spreadsheet is coloured blue (for figures that are more than 30% above the market) or
green (for figures that are more than 30% below the market).

BRRB Anomalies

. . o States the number of
RapidRem has calculated the sum of all of the remuneration and benefit items entered RapidRem Benchmark

on the spreadsheet for each employee. This figure is called RapidRem Benchmark A_nomalies (ie. employ_ees
(RRB) and it has been placed in the RanidRem Benchmark column. with RRB's that deviate

above or below the market
RapidRem has identified 2 RRB anomalies in your data. by 30 % or more) that

have been identified within

{RRB anomalies refer to RRB's that deviate more than 30% above or below the market median for your data

their respective position codes.)

RRB's that are mare than 30% above the market median appear in hlue.
Important: Explains the

difference between the
blue or green highlighted
cells.

RREB's that are mare than 30% below the market median appearin green.

RRB anomalies can include:

* An emorkypo has been made during the data entry process - please F D
Provides * The employee has been matched to the wrong survey position codeldescription -
instructions please FIX
on how to * The RRB anomaly falls in line with your organisation's remuneration strategy - please
correct/verify LEAVE.

each
anomaly. Each cell containing a RRB anomaly has a red tag. You may write

commentany within the red tag regarding the anomaly by clicking on the relevant cell

then clickingthe X! Edit Error | button on the RapidRem toolbar. Your comments

will be saved from cycle to cycle.

Select OK to return to your spreadsheet
and address your TEC Anomalies using

the Edit Error function.
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Edit Error - #%2Edit Error

The [#2EdtErrer | hytton can be clicked during the process of checking an individual error
that has been coloured red on the remuneration spreadsheet or during the process of
addressing a RapidRem Benchmark Anomaly that has been coloured either blue or
green in the RapidRem Benchmark column of the remuneration spreadsheet.

Checking an individual error:

Simply place your cursor on an
erroneous cell and click the Edit Error
button on the RapidRem Tool Bar.

5 Dt gt Defniiores W inport ceta W Chedl Errors WA Erree

D E

Lo 3d bars o
Fasbien (fme| il Code

The following dialogue box will appear and allow you to address the error:

Thie #ive i conalied In: ™ .
P ooy corvtatm Identifies the column and line
< that contains the error.

F.nl-dwmtmwrun /

This smaneaun el sammlly doamiae Current information contained
e 4 within the erroneous cell.

T |3 @n error becauss:

TIT IR LT

A definition of the required An explanation as to the reason
information to assist you with why the data entered is
correcting the error. Codarma Definfsan: erroneous.

Wribr e il conifibuien e B S anrwlion iy bl -

i'l-:r. i ool o i it TS s P e i

o bres: rm - Lyt s Theoyos sl § e
]

o i il e b corngieie . Ciiare I e S il ey —
I s B Sy Gl Conimlon 1y of Decs ll
Peanw wrrinr the cermed ligars: .
o e o You can make corrections by
| 4 entering data into this field.

oK
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Checking a RapidRem Benchmark Anomaly:

i Data gl Cafinibore -'?il-"-ﬂ-ﬁ-l: dat " hack Brors WiEdisre §F Ha S|mp|y p|ace your cursor on an
erroneous cell and click the Edit Error

button on the RapidRem Tool Bar.

AL ap i Y] aF AF

Er- | i s
s | folame | cormn | o et | et "“""‘:
i | meeetEs Bencha

1ZIJI.-'|':I
190565
] [ R

The following dialogue box will appear and allow you to address the RapidRem
Benchmark Anomaly:

NB: RapidRem calculates the sum of all of the salaries and benefits entered for each individual employee
and places the calculated figures in the RapidRem Benchmark Column.

When a RapidRem Benchmark Anomaly is identified, the figure on the remuneration spreadsheet is
coloured blue (for figures that are more than 30% above the market) or green (for figures that are more
than 30% below the market).

Checking RRE anomalies : x|

RapidPem has talculated the sum ofall of the remuneration and benefit items entered

on the spreadshest for each employee. This caleulated figure is called RapidPem

Benchmark IRRE) and it has been olaced in the RacidRem Benchmark eolumn

RapidRem has identified that the RapidRem Benthmark (RRE) lar Employeell

[ Indicates the relevant
.. B < Employee ID.

This figure represents an

addition of all of the nsiderahly higher than the market median for position

employee’s salaries and code 4583 (Prineipal Consultant)

benefits.
The RRE Is:
[ 56541 Provides you with the option
of changing the CSi position
To make If this RRE is incarrect, please cheek  OR:  fthis RRE is eorrect, please confim code assigned to the
amendments  to figures entered for this employee that the position code mateh for this employee.
the data you have employes |s aceurate

entered choose

‘Click to correct Click to correet your data

your data’.

Important: RapidRem may

" . i highlight ~an  incumbent’s
relioe ] RapidRem Benchmark figure

Please provide an explanation as anomalous if the employee
If you are satisfied your data is correct or this RRE difference: '; m_?tch(ecti t(;) anFmappropnlate
choose ‘Position OK’ and provide a brief osition f.ode. or exampie -
comment confirming its accuracy.

if a General Manager is
accidentally given the CSi
position code for a Human
Resources Officer  the

Buttons to navigate through the I m m m remuneration will highlight as

Errors & Anomalies.

an anomaly.
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Feature Surveys

Feature Surveys provide contributors with additional ‘topical’ information and are
reported within all standard CSi Salaries & Benefits Surveys.

Feature Surveys are completed on the CSi

Website. Simply click the ‘Feature Surveys’ button |N MENU

on the Main Menu. You will be transported to dIEESTEERI LS TR WA
CSi's Website where you will be presented with

links that will facilitate the completion of Feature 's HWew for Entering Data
Survey data.

wvompany Bacro Data
2 Click to en Remuneration Data

4. Cliek to enter: Feafure Survey Data

. Click to check: CompanyiContact Details

&, Cligk to: Send Your Data

Data Due: 17 Nov 2002
Clichi- about RapsdRer
Comment an RagidRem tommeniorr apidremicdas saiinfo com @
Contact 25 via smal; supporific ol om su

Comact C8 wla phona: 612 415 2455 ﬁ
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Click the links to

complete the

FHAA Dol ARasuried 4
conducted Please chih hes
each cycle

WIESTNETES

csi

General/Combined Industries Staff
Attrition & Projected Salary Increase
Feature Survey

Staff Attrition — A survey that provides
information  pertaining to voluntary and
involuntary staff movements, and anticipated
salary increases for the next 12 months.

~~ S

Variable Pay Policies & Practices
for Non-5ales Employees

Intrediuctian

Contemporary Issue Survey - A survey
providing information on a current ‘Hot Topic’,

Previous contemporary issue surveys have
included:

Variable Pay for Non Sales Employees
Redundancy Policy & Practice

Shift & On-call Policy & Practice

[0 About RepidReem
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Company/Contact Details

On this page you are required to enter/update/confirm Company/Contact Details:

To ensure surveys and associated information are forwarded to the correct person it is essential
that contact details are current. To avoid unnecessary delays and confusion in receiving
information, CSi recommends that you check the contact details on this page each survey cycle

and make amendments when required.

#uﬁdﬂdm

Recipism of Sursey Results:
Lompary Mame
Title

Kane

Streel Rodiess
Hadling Address
Subairh

St aid

Paell [idda
Coammiry

Poing

Fax

Fmial Arhdress
Vielhiite Address

Recipien ol Hapid Hem Bala Input Tool
Kanie

Phone

2 H

RapidRem

Back to Main Menu

EURVEY SEBSCRIPTION CONTACT DETAILE
Peass nol: This person i he Sy Suhsoripsion conbd)

0L L
Formrar akor: S

& Eundll Foad

Mahoirma

L

0

I} s 2 E

) s el

ispear sy T com @

RAPIDAER CONTACT DETALLS

|Pimaze noker FapidEiom sl e sond o
b Cosmond Taverno
0} S 2T

ey com 3

oty I s person inhe

Bagk to Main Benu
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Send Your Data

Sending your data is the final step of the RapidRem data capture process.

The ‘Send Your Data’ button provides a link enabling your
organisation’s data to be saved and then securely uploaded to CSi
in an instant via our web site. If you received your RapidRem file on

CD-Rom, your file will be encrypted and either automatically
emailed to CSi or saved ready for you to attach to an email.

RapidRem

MAIN MENU

\Welconlg! Mease complete the 6 EASY STEPS of RapidRem:

1. Click to view: \ihat's New for Entering Data

2. Click to enter: Company Macro Data
3. Click to enter: Remuneration Data
4. Click to enter: Feature Survey Data m

3. Click to check: Con vany/Contact Details

6. Click to: Send Your Data

Data Due: 17 Nov 2002
Click: ahout RapidRem
Comment on RapidRem:  commentonrapidremificlassalinfa.com.au
Contact CSi via email: supportifclassalinf.com.au
Contact CSi via phone: &1 2 9415 3455 /'c"s'%l
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Before your data is sent to CSi, RapidRem checks to ensure that all required data has been
entered correctly.
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There are two scenarios where an error will be detected during the ‘Send Your Data’ process:

1. Company Macro Data information is incomplete or contains incorrectly formatted figures
2. The Errors on the Remuneration Spreadsheet have not been addressed

In each of these cases you will be transported to the relevant pages and prompted by a message box to fix the
error/s.

Once you have addressed the errors in your RapidRem file, return to the Main Menu and click the
‘Send Your Data’ button.

In the case where errors still appear in your RapidRem file you will be provided with a second
opportunity to correct any remaining errors or you may send your data with errors remaining. In the
latter case, a CSi representative may be in contact with you to help resolve any outstanding errors.

Once your data has been sent to CSi you will
receive a message box confirming receipt of
your data at CSi.

You have completed the RapidRem data
capture process!

CSi’s Technical Support can be reached on 61 2 84406524 or support@classalinfo.com.au
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