
About 
 

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 Excel  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 
• Send Your Data 

 

Complete each step by clicking the self-
titled blue buttons and providing the 
specified information. Each step does 
not have to be completed in numerical 
order. 
 

Select the ‘About’ buttons to access 
specific instructions for each of these 6 
easy steps. 

 Data Due Date – The date that 
RapidRem is due to be 
completed and returned to CSi.   

 

CSi’s Contact Details –  contact details for emailing or 
phoning CSi for remuneration or technical support. 
Comment on RapidRem – a link that allows you to address an
email directly to CSi containing your feedback on RapidRem. 
about RapidRem – a link that transports you to CSi’s website 
and provides a comprehensive HELP manual for RapidRem. 
2 



      About  3 

 

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: 
 

 
 

Select the Survey you wish to 
provide data for. 
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A list of all changes/additions to the 
Survey will be displayed. 



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 
 
  

 

 

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

Select a Sub-
industry 
classification 
for your 
organisation by 
clicking on the 
title and 
ensuring that 
the title is 
displayed next 
to ‘You have 
selected: …’.  
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To facilitate accurate 
matching to a Sub-industry 
category, a definition appears 
when you click on the title of 
each Sub-industry. 
5 



      About  6 

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. 

 

 

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. 



 

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 TM 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. 
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There are comments (red tags) attached 
to each CSi Column Heading.  If you run 
your mouse slowly over the column 
headings you will be able to access these 
comments. The comments provide an 
explanation of the data that is required in 
each column of the spreadsheet.  



      Ab

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. 
out  

Check 
anomalie
facility fo
below fo

Data Input Definitions –  provides a concise a
version of definitions for each  data input column
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. 
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. 
 

Errors – highlights all errors and 
s in your spreadsheet and provides the 
r you to correct them. See ‘Check Errors’ 
r more info. 

nd printable 
.   
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.. 
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Help – provides information to 
help you complete your 
Survey data. 



Toggle Headings -  
 
  
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. 
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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 PD’s -  
 
 
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. 
 
 

 
 
 

 
 
 
 
 

When you arrive at the CSi website, peruse CSi’s 
position descriptions by selecting the appropriate 
job family followed by the role/s you require. 
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Data Input Definitions –  
 
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. 
 
 

Select the link to be taken to a 
printable PDF version of this file. 

Select any remuneration component 
listed to view a definition. 



 

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

 
 

Remuneration and benefits information stored in any Microsoft Excel TM file can be imported 
directly into RapidRem. Select the ‘Import Data’ function on the toolbar and follow Steps 1 - 7. 
      About  12
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Step 1: Opening your data spreadsheet 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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  
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Step 2:  Workbook selection 
 
 

If you have several 
worksheets in your data 
file, you will be asked to 
select the worksheet you 
would like to import.  
 
If you wish to import two 
separate sheets you will 
need to conduct two 
separate imports. Please 
ensure Employee ID’s 
appear on both 
spreadsheets. 
 
If you have only one 
worksheet in your file, 
this message box will 
not appear. 
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Step 3: Selecting the row in which your Remuneration Column titles appear 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Your organisation’s internal headings/titles used in YOUR 
spreadsheet must be displayed in the dialogue box that appears 
once you have selected your file. 
t  
Use the ‘Up’ or ‘Down’ function to select
the correct row and click the ‘Select’ 
button. 
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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. 
 
 
      
 
 
 
 
 
 
   

 
 
 
 
 Definitions for CSi column headings can be 

viewed by selecting the desired heading in 
either the ‘CSi Headings’ or the ‘Matched 
Headings’ boxes. 

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. 
 

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.  

Should you need to view this help 
information during the ‘Match Headings’ 
process, select ‘HELP’. 

If your organisation’s headings are different from the CSi headings: 
- Select the CSi title – 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. 
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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: 
 

 
 
 
 
 
 
 
 

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.  
 
Using the information in this summary 
sheet return to YOUR data spreadsheet 
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.  
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You will be provided with one of two options to continue the import process: 
 
 
(i) 
 

 
 
 
 
 
(ii) 
 
 
 

 
 
 
Perform import processes steps 2 – 5 again. 
 

Select ‘YES’ if the file to be 
imported is still open i.e. it was 
not closed after corrections were 
made. 

Select ‘NO’ if you would like to re-
open your spreadsheet or open a 
new data spreadsheet for 
importing. 
 
You will be directed to open the file 
required. 

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  
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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. 
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Step 7: Import Complete! 
 
 
 

 
 

 
 

This dialogue box indicates that you have successfully 
imported your data into RapidRem. 
 
Select OK. 
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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.  
 

Errors are highlighted in red 
text with a red border. 

A red bar appears 
along the top of 
columns containing 
errors.  
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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. 

 

 
 

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.  

 

 

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. 
 

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

 
• RRB’s that are more than 30% below the 

market median appear in green. 

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. 
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Step 1: Checking Errors & Anomalies. 
 
When you click the  button 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. 
Two options exist 
to correct errors 
and/or anomalies.
View Errors & 
anomalies in 
sequence. Proceed 
to Step 2. 

Return to the 
Remuneration 
Data and correct 
your Errors & 
Anomalies by 
manually locating 
each one. 
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Step 2:  
 
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. 
 

 
Step 3: Completion of RapidRem Error Checking 

 

 

Identifies the column and line 
that contains the error. 

Current information contained 
within the erroneous cell. 

A definition of the required 
information to assist you with 
correcting the error. 

You
ente

Buttons to navigate through the 
Errors & Anomalies. 
An explanation as to the reason 
why the data entered is 
erroneous. 
 

 can make corrections by 
ring data into this field. 
RapidRem will acknowledge the end of 
error checking with this message box. 
Select ‘Next’ to continue 
the checking cycle and 
address anomalous data. 
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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. 
 

Indicates the 
column in which the 
anomalies occur. 

 

Address column anomalies by either: 
 
1. Returning to the data and 
correcting/deleting information. 
 
OR  
 
2.  Providing an explanation for the 
column anomaly – for eg. All sales 
employees have performance goals 
An explanation as to the
reason why the data 
entered is anomalous. 
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Step 5: Completion of RapidRem Column Anomaly Checking 
 

 
 

 

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

that are broader than sales quotas 
and therefore receive Target 
Incentive rather than Target 
Commission. All comments entered 
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 
to proceed to the next 
column anomaly. 
Select ‘Next’ to proceed to TEC 
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). 
 

 

 
 
 
 
 
 
 
 
 
 
 

States the number of 
RapidRem Benchmark 
Anomalies (ie. employees 
with RRB’s that  deviate 
above or below the market 
by 30 % or more)   that 
have been identified within 
your data. 

Provides 
instructions 
on how to 
correct/verify 
each 
anomaly. 

Select OK to return to your spreadsheet 
and address your TEC Anomalies using 
the Edit Error function. 

Important: Explains the 
difference between the 
blue or green highlighted 
cells. 
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Edit Error -  
 
The  button 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: 
 

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

 

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

Current information contained 
within the erroneous cell. 

You
ente

Identifies the column and line 
that contains the error. 

A definition of the required 
information to assist you with 
correcting the error. 
An explanation as to the reason 
why the data entered is 
erroneous. 
27

 can make corrections by 
ring data into this field. 
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Checking a RapidRem Benchmark Anomaly: 
 

 
 

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). 
 

Indicates the relevant 
Employee ID. This figure represents an 

addition of all of the 
employee’s salaries and 
benefits. 

To make 
amendments to 
the data you have 
entered choose 
‘Click to correct 
your data’.  
 

If you are satisfied your data is correct 
choose ‘Position OK’ and provide a brief 
comment confirming its accuracy.. 

Provides you with the option 
of changing the CSi position 
code assigned to the 
employee. 
 
Important: RapidRem may 
highlight an incumbent’s 
RapidRem Benchmark figure 
as anomalous if the employee 
is matched to an inappropriate 
Position Code. For example - 
if a General Manager is 
accidentally given the CSi 
position code for a Human 
Resources Officer the 
remuneration will highlight as 
an anomaly. 

Buttons to navigate through the 
Errors & Anomalies. 

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



 

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 
on the Main Menu. You will be transported to 
CSi’s Website where you will be presented with 
links that will facilitate the completion of Feature 
Survey data.  
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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 

Typically two 
‘Feature 
Surveys’ are 
conducted 
each cycle 
Staff Attrition – A survey that provides 
information pertaining to voluntary and 
involuntary staff movements, and anticipated 
salary increases for the next 12 months. 
  About  

 

Click the links to 
complete the 
questionaires 
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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. 
 

 
 
 

CSi collects two sets of contact details: 
 
1. Survey Subscription Contact 

Details –the details of the person 
that will receive the Survey. 

2. RapidRem Contact Details – the 
details of the person that will 
complete the Survey data. 
RapidRem will be sent directly to 
this person in future. 
Please note: 
The two contacts can be separate people. 
However, if one person receives the 
survey and is responsible for providing 
data, the same contact information should 
be duplicated in both ‘Contact Details’ 
boxes. 
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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.  
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Before your data is sent to CSi, RapidRem checks to ensure that all required data has been 
entered correctly. 
 

    
 
 
 
 
 
 
 
 
 
 

O
‘
 

I
o
l
 

 
 

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. 
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nce you have addressed the errors in your RapidRem file, return to the Main Menu and click the 
Send Your Data’ button.  
n the case where errors still appear in your RapidRem file you will be provided with a second 
pportunity to correct any remaining errors or you may send your data with errors remaining. In the 

atter case, a CSi representative may be in contact with you to help resolve any outstanding errors. 
 

 

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

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! 
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