
When survey completed, click on this 
button. It will create an email with your 
data as attachment to be sent to the 
survey provider (TymWork) 

To exit the application 

To go to the template where: 

•  you resgistrate your name and 
coordinates of the company you are 
representing; 

• enter pertinent data regarding the 
profile of your organization.  

To print your inputs to the 
survey has a hard copy for 
your files. 

To print the survey Job 
Description 

The GEM help instructions 
(currently activated) 

The template where you will enter your incumbents based on your job matching 
exercise. 

You can either enter individuals one by one or create a Excel spreasheet populated by 
your current HRIS sytem and do an upload.  

The templates where you enter your 
various C&B policies and practices. 



The template where you will enter your incumbents based on your job matching 
exercise. 

You can either enter individuals one by one or create a Excel spreasheet populated by 
your current HRIS sytem and do an upload.  

The templates where you enter your 
various HR poplicies and practices. 

Templates (tabs) where you resgistrate your 
coordinates and enter pertinent data regarding 
your organization.  

To go back to the main 
screen (start-up) 



The templates where you enter your 
various HR poplicies and practices. 

To go back to the main screen 
(start-up). 

Current incumbent 
entry 

To go to the template where: 

•  you registrate your name and 
coordinates of the company you are 
representing; 

• enter pertinent data regarding the 
profile of your organization.  

Print you incumbents salary 
entries 

Export to an xls spreadsheet 
your incumbents salary 
entries 

Duplicate current 
incumbent entry 

Create a new 
incumbent entry 

Delete current or a set of 
incumbent entries. 

Search data entries 

Should you decide not to enter incumbents data directly on the current 
template, you can import existing data to the GEM Database. Open the 
preset xls spreadsheet to be used as template to gather incumbent data 
from your HRIS system (e.g. PeopleSoft, SAP, etc.).  
Once completed, save the xls spreadsheet (respecting name and location 
of file) and select the upload icon to populate the GEM database (current 
template) 



Print the selected 
job description 

Below are the navigation buttons (green & grey) between the Salary Data 
screen, the Position Surveyed list, and the full job description. Whenever you click 
on these buttons, they bring you to specific screens (as indicated by the arrows). 



IMPORTANT : Complete all relevant data. All incumbents should be reported within a job code  
i.e. if you have 15 secretaries, you should have 15 entries for Job Code ADM01 

1.  JC - Code of the job listed in the Job Description booklet. 

2.  GR - GEM grade attached to the Job Code. 

3.  Job Title - The survey job title corresponding to the Job Code. 

4.  Company Job Title – Internal (participant) job title 

5.  Employee No - Employee’s company code (e.g. SS code). This field should imperatively not be left blank. 

6.  ABS - Annual Base Salary as of April1, 2012 including 13th month but excluding any variable payments such as incentive, bonus premiums, overtime or other compensation  of specific 
job burden. 

7.  Tgt Variable - Target Variable Pay for 2012 performance assuming relevant objectives are met (Includes incentives, bonuses, target based premiums, profit-sharing, etc.). 

8.  Actual Variable- Actual Payout for 2012 performance assuming relevant objectives are met (Includes incentives, bonuses, premiums, profit-sharing, etc.). 

9.  Salary Range - These ranges are those used at your company that defines your 2012 remuneration policy in terms of Annual Base Salary. 

10. Components of Variable - This section will allow capturing the measurements used in the Target Variable Pay. Click on the appropriate box(es) which element(s) is                             
appropriate (if target variable reported, at least one component should be selected): 

PS -  Profit Sharing consists of the sharing of the company’s profit among the employees, but independent of individual’s performance.  
Ind -  Individual Target refers to variable compensation (bonus or commission) linked to individual performance versus some identified target(s).  
Team -  Team Target refers to variable compensation (bonus or commission) linked to team performance versus some identified target(s)  
Cpy -  Company Target refers to variable compensation linked to the capacity of the company to perform versus some identified target(s). 

11. Stock Eligibility - This section captures, for each position, the eligibility to a stock scheme and if so, what kind of stock scheme. 

SOP -  Stock Option Plans  
RSP -  Restricted Stock 
ESSP -  Employee Stock Purchase Plans 

12. Age -  Indicate the age (in years) of the reported incumbent in 2012. 

13. Seniority - Years in service of the reported incumbent. 

14. Car - Indicate if the position is entitles to a company car or to a car allowance. 

15. Representation Allowance - Indicate if the incumbent is eligible to a tax free representation allowance. 

16. Complexity - This field is used to assess the complexity (less - equal - more) of the matched individuals compared to the survey job description. 

17. Comments - Field for your own usage or if you want to give additional information for the survey consultant to help him do a proper match  
              (will not be reported in the survey report). 
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The template where you will enter your incumbents based on your job matching 
exercise. 

You can either enter individuals one by one or create a Excel spreasheet populated by 
your current HRIS sytem and do an upload.  

The templates (tabs) where you enter your 
various C&B policies and practices. 

To go back to the 
main screen (start-
up) 

Each main templates have sub-templates 
(e.g. page 1,2 and 3) with additional questions 
related to the specific subject. Just click on 
the appropriate page to be directed to next 
set of questions.  

To go to the template where: 

•  you registrate your name and coordinates of the company 
you are representing; 

• enter pertinent data regarding the profile of your 
organization.  


