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Notices 
This information was developed for products and services offered in the U.S.A and other countries. 
Consult your local IBM representative for information on the products and services currently available in 
your area. Any reference to an IBM product, program, or service is not intended to state or imply that only 
that IBM product, program, or service may be used. Any functionally equivalent product, program, or 
service that does not infringe any IBM intellectual property right may be used instead. However, it is the 
user's responsibility to evaluate and verify the operation of any non-IBM product, program, or service. 

IBM may have patents or pending patent applications covering subject matter described in this document. 
The furnishing of this document does not grant you any license to these patents. You can send license 
inquiries, in writing, to: 

IBM Director of Licensing 

IBM Corporation 
North Castle Drive 
Armonk, NY 10504-1785 
U.S.A. 

For license inquiries regarding double-byte (DBCS) information, contact the IBM Intellectual Property 
Department in your country or send inquiries, in writing, to: 

Intellectual Property Licensing 

Legal and Intellectual Property Law 

IBM Japan Ltd. 
1623-14, Shimotsuruma, Yamato-shi 
Kanagawa 242-8502 Japan 

The following paragraph does not apply to the United Kingdom or any other country where such 
provisions are inconsistent with local law: 

INTERNATIONAL BUSINESS MACHINES CORPORATION PROVIDES THIS PUBLICATION “AS IS” 
WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT 
LIMITED TO, THE IMPLIED WARRANTIES OF NON-INFRINGEMENT, MERCHANTABILITY OR 
FITNESS FOR A PARTICULAR PURPOSE.  

Some states do not allow disclaimer of express or implied warranties in certain transactions, therefore, 
this statement may not apply to you. 

This information could include technical inaccuracies or typographical errors. Changes are periodically 
made to the information herein; these changes will be incorporated in new editions of the publication. IBM 
may make improvements and/or changes in the product(s) and/or the program(s) described in this 
publication at any time without notice. 

Any references in this information to non-IBM Web sites are provided for convenience only and do not in 
any manner serve as an endorsement of those Web sites. The materials at those Web sites are not part 
of the materials for this IBM product and use of those Web sites is at your own risk. IBM may use or 
distribute any of the information you supply in any way it believes appropriate without incurring any 
obligation to you.  
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Licensees of this program who wish to have information about it for the purpose of enabling: (i) the 
exchange of information between independently created programs and other programs (including this 
one) and (ii) the mutual use of the information which has been exchanged, should contact: 

IBM Corporation 
5 Technology Park Drive 
Westford Technology Park 
Westford, MA 01886 

Such information may be available, subject to appropriate terms and conditions, including in some cases, 
payment of a fee. 

The licensed program described in this information and all licensed material available for it are provided 
by IBM under terms of the IBM Customer Agreement, IBM International Program License Agreement, or 
any equivalent agreement between us. 

Any performance data contained herein was determined in a controlled environment. Therefore, the 
results obtained in other operating environments may vary significantly. Some measurements may have 
been made on development-level systems and there is no guarantee that these measurements will be the 
same on generally available systems. Furthermore, some measurements may have been estimated 
through extrapolation. Actual results may vary. Users of this document should verify the applicable data 
for their specific environment.  

Information concerning non-IBM products was obtained from the suppliers of those products, their 
published announcements or other publicly available sources. IBM has not tested those products and 
cannot confirm the accuracy of performance, compatibility or any other claims related to non-IBM 
products. Questions on the capabilities of non-IBM products should be addressed to the suppliers of 
those products. 

All statements regarding IBM's future direction or intent are subject to change or withdrawal without 
notice, and represent goals and objectives only. All IBM prices shown are IBM's suggested retail prices, 
are current and are subject to change without notice. Dealer prices may vary. 

This information is for planning purposes only. The information herein is subject to change before the 
products described become available. 

This information contains examples of data and reports used in daily business operations. To illustrate 
them as completely as possible, the examples include the names of individuals, companies, brands, and 
products. All of these names are fictitious and any similarity to the names and addresses used by an 
actual business enterprise is entirely coincidental. 

Trademarks 

These terms are trademarks of International Business Machines Corporation in the United States, other 
countries, or both: 

 IBM 

 AIX 

 Sametime 

 WebSphere 

Java and all Java-based trademarks and logos are trademarks or registered trademarks of Oracle and/or 
its affiliates. 

Microsoft and Windows are registered trademarks of Microsoft Corporation in the United States, other 
countries, or both. 

Linux is a trademark of Linus Torvalds in the United States, other countries, or both. 

Other company, product, or service names may be trademarks or service marks of others 
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Chapter 1: Introduction 
Topics: 

 Overview 

 About this guide 

 Document Conventions 

 More information about CompAnalyst 

 System recommendations 

Overview 
CompAnalyst lets you eliminate risk, reduce costs, and increase your efficiency through its leading on-
demand market pricing and pay analytics capabilities contained in one integrated system. Designed by 
Certified Compensation Professionals, CompAnalyst combines the intelligence you need with the 
productivity you want — all in a single, Web-based system.  

You can combine CompAnalyst’s flexible, on-demand modules to:   

 Automate your market-pricing processes using your third party compensation surveys or 
Kenexa.com’s single source of employer-reported data. 

 Seamlessly develop market prices using your own third party compensation surveys by centralizing 
survey data in a shared, online repository. 

 Simplify cumbersome survey participation processes. 

 Quickly assess pay program competitiveness and internal equity, and combine data on employees, 
jobs, salary structures and market prices into a single report. 

 Easily analyze and model internal pay structures against market rates and evaluate various cost 
scenarios. 

 Model the cost of performance-based merit increase programs with ease. 

CompAnalyst also provides a setup module for user, tasks, and GUI management. Using CompAnalyst is like 
having a compensation consultant dedicated exclusively to your organization. 

About this guide 
This guide describes how to use the CompAnalyst job matching functionality to match your company jobs 
to survey jobs. This guide is intended for compensation analysts and anyone who wants to know how to 
match company jobs to survey jobs. 

This guide contains the following chapters.  

Chapter 1: Overview 

Provides a high-level overview of CompAnalyst and job matching. Also describes the contents of this 
guide; document conventions; and additional sources of information about the CompAnalyst application.   

Chapter 2: Matching single jobs 

Describes how to match single company jobs to survey jobs. 

Chapter 3: Managing match priority 

Describes how to use group and set survey job matches in relation to company jobs and to each other. 

Index 

Provide an index of topics in this guide.  
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Document conventions  
This guide uses the following document conventions. 

Item Convention Example 

Book titles  Title capitalization in italic.  CompAnalyst User’s Guide  

Chapter titles  Title capitalization in quotation 
marks.  

See “Chapter 6: Market Data Reports.” 

Commands on 
menus and buttons  

Bold in procedures with 
capitalization following that of the 
user interface.  

Press Submit.  

Emphasis  Bold  Do not press this button.  

Linked text  Body text. Hand icon appears 
when Shift key is pressed on the 
text. Used in the Table of Contents, 
and chapter and topic references 
and cross-references.  

Sample data  
This guide uses fictitious employee and user information in sample screens for example purposes only. 
The information does not reflect actual data. 

 

 
Depending on the user interface theme selected to display CompAnalyst, the screens 
you see on your computer may appear different from the sample screens shown in this 
guide. 

More information about CompAnalyst  
The following table lists additional sources of information about CompAnalyst. 

User’s Guide Description 

Market Data  Describes how to access and use CompAnalyst market data to 
perform compensation-related tasks such as job pricing, job 
benchmarking, and data analysis.  

Market Pricing  Describes how to use the Market Pricing tool to create market 
composites out of select, third-party data sources.  
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User’s Guide Description 

Survey Participation  Describes how to create and view survey participation reports; match 
survey jobs to company jobs manually or import a group of matches 
though a tab-delimited text file; access new updated job matches from 
the composite builder and Survey Library; and export your survey 
participation reports to several output formats.  

Salary Structures  Describes how to analyze, manage, and model your organization‘s pay 
structures.  

Salary Planning  Describes how to model the cost of performance-based merit increase 
programs.  

Reporting Analysis  Describes how to create pay analytics of your company‘s employees 
and jobs in comparison with market data using standard and custom 
reports.  

Company Data Management  Serves as an introduction to creating and setting up your company’s 
information in CompAnalyst.  
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Chapter 2: Matching single jobs  
Topics: 

 Accessing job matching functionality 

 Matching jobs 

 Importing job matches 

 Exporting job matches 

Accessing job matching functionality 
You can access CompAnalyst job matching functionality by clicking Market Pricing in the main menu, 
and then selecting Job Matches - Single. The job matching screen has three primary areas: 

 My Company Jobs displays your company jobs for the job family selected using the drop-down 
menu. 

 My Survey Jobs displays the survey jobs for the survey you selected using the drop-down menus. 

 My Matched Jobs displays those jobs you’ve already matched for the selected company jobs and 
surveys. You can also delete a match in this area. 

Note that through the Manage Matches menu, you can import or export job matches, or manage match 
priority by selecting the appropriate menu item. 

Matching jobs 
To begin job matching for single jobs: 

1. On the main menu, click Market Pricing, and then select Job Matches Single. The Job Matches 
page opens. 

 
2. In the My Company Jobs area, select a job family from the Company Job Family drop-down menu. 

The My Company Jobs list shows the jobs for the selected job family, for example:  
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 Check the Display Matched Company Jobs box to list previously matched company jobs in the 

Company Jobs list.  

 Uncheck the Display Matched Company Jobs box to remove previously matched company jobs 
from the Company Jobs list. 

3. Click a job in the ‘My Company Jobs’ list to select it. The job description appears in the window below 
the jobs list. You can also search for a job by clicking Search to open the Search Company Jobs 
page in a new browser window.  

 

Tip:  You can select multiple jobs simultaneously by pressing the Ctrl key when selecting job titles. 
The job descriptions are separated by a single dashed line.  

4. To select survey information, use the drop-down menus in the My Survey Jobs area. The menus 
allow you to select a survey vendor, title, job family, and level. The My Survey Jobs list repopulates 
with a list of jobs meeting the criteria.  
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5. Click a job in the My Survey Jobs list to select it. You can also search for a job by clicking Search to 

open the Search Company Jobs page.  

 
You can match a single company job to several survey jobs; several company jobs to a 
single survey job; or several company jobs to several survey jobs. 

6. Enter a Match Percentage in the % Match Adjustment box on the right side of the page (optional) and 
click Match. 

 
7. The match then appears in the My Matched Jobs area at the bottom of the page. 

 

Importing job matches 
To import job matches: 

1. In the Manage Matches menu on the Job Matches page, click Import Matches. The Import Matches 
– Select File to Import page displays.  
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2. Click Browse… and navigate to the tab-delimited file containing the job matches you want to import 

into CompAnalyst. 

3. Click Continue. The Import Matches – Import Job Mapping page opens. 

 

 
Check the First Row contains field names (check if yes) box if you know which first 
row heading belongs to which fields (although the heading may also be the first line of 
data), or if the first row contains field names. 

4. Map the fields from the tab-delimited file to the job fields that exist in CompAnalyst by clicking the field 
name in the Source Fields column, and then selecting the corresponding field in the Target Fields 
column. 

5. Click Map fields. Mapped fields appear in the “Current field mappings” box.  
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If you know your field names are correct and matched to the CompAnalyst field names, you can click 
Map fields with the same names to map all the matched fields at once.  

Tip   To clear a field mapping, select the mapping to be cleared and click Clear selected. To clear all 
current mappings click Clear all. 

6. Click Continue. CompAnalyst validates the data and the Import Matches – Import Job Mapping 
Validation page opens. Note that you can minimize your browser while the file is being validated, but 
do now close the browser or you will have to start the import process again.  

 
7. View the validation summary to see how many rows of data are valid or invalid for import. Invalid rows 

of data appear with the reason for the exception.  You may edit them within CompAnalyst, or edit the 
source file and begin the import process again.   

8. Click Continue to proceed with the data import process. The Import Job Mapping Confirm page 
opens. 

 
On this page, choose whether you want to: 

 Download the imported job data to a Microsoft Excel file 

 Save the import format 

9. Click Continue to finish the import process. CompAnalyst maintains a history of all the jobs you 
import on the Import Matches – Select File to Import page. 
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Correcting data import errors 
If the file you are importing contains one or more invalid rows of data, CompAnalyst lists them with the 
reason for the exception (for example, invalid company job title) in a table at the bottom of the page.  

 
At this point, you can choose to edit the invalid row(s) of data in CompAnalyst, or in the source data file. 
Optionally, you can delete the invalid row of data by clicking the icon in the Delete column.   

To edit the invalid row data in the source data file: 

1. Click Download invalid data, and choose whether you want to open the Microsoft Excel file 
immediately, or save it to your computer to edit later.  

2. Correct the invalid data as needed, and save the file when you are finished.  

To edit the invalid row of data in CompAnalyst: 

1. Click the icon in the Adjust column. The “Import Job Mapping – Edit invalid record” page opens. 

 
2. Correct the invalid data as needed, and then click Save to return to the Import Matches – Import Job 

Mapping Validation page. Note that the page no longer shows an invalid row(s).  

 
3. Click Continue to proceed with the validation process. (You can exit the screen while the import is in 

progress and CompAnalyst will notify you by email when the import process finishes.) A successful 
validation opens the Import Currency - Confirm page.  
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On this page, choose whether you want to: 

 Download the imported job data to a Microsoft Excel file.  

 Save the import format. 

4. Click Continue to complete the import process. 

5. Optionally, you can click Save import format to save the format for future use.  

Exporting job matches 
After you have matched your jobs, you can export them to Microsoft Excel for additional data 
manipulation. These are the job matches that appear in the My Matched Jobs list box on the Job Matches 
page.  

1. In the Manage Matches menu, click Export.  An “export in progress” window opens.  

2. When the export finishes processing, in the File Download dialog, choose whether you want to open 
the Excel file for immediate viewing, or save it to your computer.  
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Chapter 3: Managing match priority 
Topics: 

 Managing single job matches 

 Using the survey job tool 

Managing single job matches 
The Manage Match Priority page lets you graphically group and set survey job matches in relation to 
company jobs and to each other.  

To manage job matches: 

1. Click Manage Match Priority in the Manage Matches menu on the Job Matches page. The Manage 
Match Priority page opens. 

 
2. Select a job from the My Company Jobs drop-down menu, and then click Select Job.  

 
The page reloads with the match boxes displaying the survey jobs to which the company job is 
matched. 
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3. To group the matches, click and drag the match box from one match group to another. Matches in 
Match Group 1 are independent of each other, while matches in other levels are alternatives to the 
matches in Match Group 1. 

The match box contains the survey vendor, survey title, survey job code, and survey job title. You can 
also enter a match adjustment in the % Match Adjustment text field.  

 
4. In the match box, click the survey job code or job title to open a pop-up window that contains 

additional information about the survey job. 

 
5. Delete matched survey jobs by clicking the delete icon in the top-right corner of the match box.  

6. Optionally, you can add more match group levels by clicking Add Match Group on the right side of 
the page.  

7. Click Save to save the job match information. When you click Save, empty match group levels are 
removed.  

8. Return to the Job Matches page by clicking Return to Job Matches in the Manage Matches menu. 

Using the survey job tool 
The survey job tool lets you find survey jobs to match to company jobs while in the Manage Match Priority 
page. When you have found the survey job you would like to match to your company job, you can add it 
to a match group.  

To use the survey job tool:  

1. On the Manage Match Priority page, select a company job in the My Company Jobs drop-down 
menu, and then click Select Job. The page refreshes to show the matches for your selection. 

2. In the Manage Matches menu, select View/Hide survey job tool. The My Survey Jobs pop-up 
window opens.  

3. Use the drop-down menus to find the desired survey and 
survey job. The matches are displayed in the results window. 
Optionally, choose to display matched survey jobs by 
checking the box.   

4. Click the desired job to select it and a job match box appears. 
You can now drag and drop the match box into a match group 
for a selected company job. 
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