” M ERCER TALENT - HEALTH - RETIREMENT - INVESTMENTS

- Mercer WIN® | Advanced elPE

Administrator Quick Start Guide

What is Mercer WIN Advanced elPE?

Mercer’s proprietary International Position Evaluation (IPE) is a robust, user-friendly methodology that is a
key input to job and organizational design. IPE evaluates each job by measuring the value it creates within
the context of your organization’s unique operations. These evaluation profiles provide essential data and
insight for your organizational design and HR programs.

Mercer WIN Advanced elPE is your software management tool to deploy and fully utilize Mercer’s Interna-
tional Position Evaluation methodology. In this Quick Start Guide we will cover how to use key functionality
of Mercer WIN Advanced elPE to administer your job leveling activities within your company.

Before getting started, check with your Mercer Consultant to take the first steps of enabling your account
on the imercer.com platform. Once you have received that confirmation, you are ready to begin!
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Building Your Mercer WIN Advanced elPE
System

Before you can begin evaluating jobs, you must first set up your Mercer WIN Advanced elPE system. This involves setting up
Mercer WIN Advanced elPE Users, creating a grade table that maps to your job evaluation results, and creating reference jobs to
be used in the evaluation process. As the Mercer WIN Advanced elPE Admin (or via your Mercer Consultant), you will use the Ad-
ministration page to access the system administration tools necessary to build the appropriate Mercer WIN Advanced elPE system
for your company.
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Log in to Mercer WIN Advanced elPE and click e eyl
the View the Administration Page link in the “| Hereri | o D @ e

Want To...” section. Alternatively, you can click L} =

O About

the Tools - Administration link in the Talent My Homepage ©
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Set up and Manage Mercer WIN elPE Advanced User Profiles

Franze

To use Mercer WIN, all users must first register at imercer.com. Once the user has completed the registration, the Mercer WIN
Advanced elPE Admin should send an email to surveys@mercer.com requesting that the new user be added to the account. An
email with the subject “Add user to WIN” with the name of the user, the email address, and the company name is all that is needed
to add the user to the appropriate account. Once added, an email will be generated to both the user and the Mercer WIN Ad-
vanced elPE Admin of the account to indicate that the user has been added.

The Mercer WIN Advanced elPE Admin should log into Mercer WIN Advanced elPE when they receive confirmation that the user
has been added, so that they may restrict the user’s access as appropriate. New users have access to all organizations, countries,
and job coded extensions until the access is restricted by the Admin. Please refer to the Mercer WIN Role Function Matrix at the
end of this guide for help determining individual user access needs.

Mercer WIN - System Administration

User Profile Setup @

x

1. From the Administration page, click the Manage
User Profiles button.

Universal Postion Ceding System
log. YYou may copy these selected records to by
b Lbrary.

Search HUPCS Catalog.

IPE Settings

This allows you to manage your Organizations. and configure ¢IPE
options such as the Calculated Grades Table.

Manage IPE Setiings.

Setup Organization j




2. On the User Profile Administration page, click the
User ID to reach the Edit User page.

Edit each user’s access as appropriate.

When you have completed your user edits, click
the Done button to return to the User Profile
Administration page, and the

breadcrumb to return to the Administration page.

Set up / Edit a Grade Table

User Profile Administration @

Search Results 2 results
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First Name:

PE User

REM Admin User 1D/ Emails qatest2@geneca com

Last Hame: PE User
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Data Access Summary

Number of Jobs: 20122 Number of My Market
Library Sources:
Number of Employees: 850185

Number of Organizations:
Caloulate Data Access

\ Cancel

total ncludes data from ALL organizations,

Your grade structure can be automatically calculated and applied to your jobs by setting up a grade table as it relates to position
class score. Once set up, you can modify the grade table as required by your company. Grade table management is a Mercer

WIN Advanced elPE Admin only function.

1. To view or edit the grading structure, scroll down
to the IPE Settings section on the Administration
page and click Manage IPE Settings.

Use the text boxes and drop-down lists to edit pa-
rameters as appropriate for your company needs.
To create a new grade, click the Add Row button
at the bottom of the page.

Note: Grade ranges cannot overlap.
Click Save to retain your grade table settings or
Save and Close to save the table and return to

the Administration page.

Note: All IPE position class ranges from 40 to 87
must be covered on the IPE Grade table.

7y B Admnstaton

Mercer WIN - System Administration @

User Profile Setup

Initial Setup User Count

Complete Manage User Profies

MUPCS Catalog

This allows you'to search the ercer Universal Positon Coding System
(MUPCS) Cataleg. Vou may copy these ssiected recerts t Iy
Reference Job Library

Initial Setup Action

Complete. Search MUPCS Catalog

IPE Settings

This aliows you to manage your Organizations and configure ePE
options such as the Calculsted Grades Table.

Initial Setup.

Incomplete. Not Reviewsd

Lanage FPE Settings))

Setup Organization

-
((E Settings ()

PE Grades.

Use the following table to set up your IPE Grades for Job Evaluation

Hourly
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Entry Level

+ Add Row
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Creating / Editing Organizations

In Mercer WIN Advanced elPE, all jobs are evaluated in the context of the organization they support, thus accurate organi-
zation information is critical.

Creating an Organization

IPE methodology depends on a variable called Size of Organization. The first step in conducting job evaluations is to set the or-
ganization parameters by determining how you define an operational unit in your company and applying key measures of that unit
within the system. Please refer to the IPE handbook for further information on organizations. Note: all users have access to the
“Unassigned Org”. The “Unassigned Org” cannot be sized and allows you to import jobs without choosing a specific IPE org.

1. Inthe IPE Settings section of the Administration :
page, click Setup Organization. T

e e e
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MUPCS Catalog
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PE Sallings

Organizations ()

Enter Kepwords.

On the My Organizations page you will see a list
of your organizations already set up (if any). To
create a new organization, click the Add Organi-

zation button.

¢ oracconn
0 ora@oon

@Edn Organization Details (i)

Organization Hame: " Red Fern Organization Code: * ReaFemn

Organization Size: 10

On the Add/Edit Organization Details page, enter [E——— e )
the necessary information for your organization. B e = Sm————

Parent Organization:
Type Of Industry: Computer and Ekectronc Products (333« Contact Email: “FRsmin@mercer com
Consuitant Name: Phone: =

Consultant Email: Fax:

Consultant Phone: Address:

Click Save to retain your organization settings
or Save and Close to save and return to the My
Organizations page. ] |




Editing an Organization

'y W Orsanizatons

My Organizations @

1. Onthe My Organizations page, click the appropri-
ate link in the Organization column to reach the
Add/Edit Organization page.

On the Add/Edit Organization page, you can eval-
uate and adjust items as needed.

Click Save to retain your organization settings
or Save and Close to save and return to the My
Organizations page.

Note: You can also access the organization data
via the “l Want To...” link on the homepage called
Manage My Organizations.

My Saved Resulis

Search Results § resuts

Wiew: | Organization View
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Organization Name:

Organization Size:

General Information
Parent Organization:

Type Of Industry:
Consultant Name:
Consultant Email
Consultant Phone:
Last Modified By:

Last Modified On:

N\

ion Details (i)

Red Fern ]
10

st s )

Org Ied (Cralded) =

Computer and Electronic Products (333) +

Greg Brown

17 Sep 2013

Organization Code:

Contact Information
Contact Name:

Contact Email
Phone:
Fax:

Address:

RedFem

Frank Smith
FRSmith@mercer.com

555-2014

Avallabie characters: 200
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Adding Data to Mercer WIN Advanced elPE
via Import

Within Mercer WIN Advanced elPE you have the ability to import jobs, employee data, and market data into My Jobs, My Em-
ployees, and My Market Library, via a Mercer provided template. If you use an HRIS or other job database system, you can use
imports to bring your data into Mercer WIN Advanced elPE. You can also add job evaluation factor and dimension values as part
of the import process.

To access the Import Center, click the Import Hy e

Data into Mercer WIN link in the “I Want To...” [ - o

section of the homepage. There, you will be able L' L(P ﬂ m m
to download the template and import your Job, e e S e

Evaluation, Employee, and Other External Data
into Mercer WIN Advanced elPE. My Dastboard ey | Marcar News

Mercer News is currently unavaiable

Competitve snapshot @ X iwantTo..

| 2010 BE TRS (Comp1-5) + |~ Download a Mercer survey report 3
Egit by Profile
At Evaluate AJob,
ot matehast ey participation
Callcene
u \mport Data into Hlercer WIN

Corporte Afars SR

Fiarce Search ly Reference Jobs
Ganeral Manzgement View Mercer Market data by Job
[ View Wercer Warket data by Position Class
— View the Administration Page

Marksting

N
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Import Center

Activity

2. Click the New Import button on the Import Center

page 11.Jul 2013 2:59 Pi UTC. Jobs_and_Employees_NewCo_Financ.. My Jobs and My Employees Import: § Complete Canta, Manny

11.Ju12013 320 P UTC. My Jobs and My Employees Import: & Complete Test!, 04

11.Ju1 2013 2:56 P UTC Jobs_and_Empioyees_ NewCo_Financ... My Jobs and My Employess. Import: @ Complete Canta, Manny

13 Jun 2013 448 PI UTC Jobs_and_Employees H_PE_REN_30_. My Jobs and My Employees Import: § Complete Ryan, Heather

b

I + New mport 7

3. Click the download icon to download a copy of (1mport (i)
the import template and instructions.

My Jobs and My Employees E‘.
My Jobs

My Employees

My Jobs and Evaluations

My Market Library




@enﬁng Jobs_and_Evaluations Template.zip

Noti b chuen mper
2| Jobs_and_Evaluations_Template.zip
4. You will be prompted to choose whether to Open e e e
or Save the Template files.

‘What should Firefox do with this file?

=) Open with | WinZip (default)

@ Save File

Do this automatically for files like this from now on.

o [l
J

[Qﬁ i 00 B [ = | WinZip - Jobs_and Evaluations Template.ip
5.  The zip file will contain an Excel spreadsheet for -t

the import and a Set Of instructions. [ Foldername:  lobs and_Fualuations Tempiate % @ Q @ Allfiles
BSLntaﬁnm ChUsers\stephanie-bielefeld\Docu.. \eIPE Launch UV\'Z'P vaud Seavr:h ) Selected Files
. P . Unzip Unzip to Cloud Files
Note: Itis important to carefglly follow the instruc- e T e T
tions in order to successfully import your data.

) Jobs_and_Evaluations_ Template - English.ss Microsoft Excel9... 1/14/2014607PM 100352 72% 27,623
126064 6% 118027

J

4 —_
Import (_i)

When you have completed populating the tem- B a—
plate with your job data, click the Import button to M

import data into Mercer WIN Advanced elPE. =

My Jobs and Evaluations
Note: The template instructions will download in S A

the language specified in My Profile.




Creating / Editing Reference Jobs

Creating Reference Jobs Using MUPCS Jobs

You can easily search through the Mercer Universal Position Coding System (MUPCS) Catalog to locate jobs and determine if a

Mercer job can be used as a basis for your reference job.
B Forvarann

1. Onthe Administration page, scroll to the MUPCS MR e Tl
Catalog section and click Search MUPCS Cata-

|Og i 3% User Profile Setup © =

S T allwa you to manage the profica and aseesa priviegss of usera
associsted with your Hercer Vil account.In order fo ensure correct
User sccess, i s recommended that you perform this selup after
confguring allother Adminiraton setings and loadng al s

Compiete Manage User Profies.

MUPCS Catalog :

T allows you to search the Mercer Universal Postion Coding System

(IBPe) Gt oy oy e s o oy oo o J

O L
MUPCS Catalog

searcn optens [ roanc e T T
Energy Trading
v Hige Wercer Job Famiy/Sub-Famiy W Accounting

Engineering
Mercer Career StreamLevel ¥ Accounts Payable | Receivable

Enter a keyword in the Search Options section, : B sk
and select appropriate items from the Mercer Job searh ot 74 rts e

Food, Beverage & Tobacco

Family/Sub Family, and/or Mercer Career Stream/ — o

nd Administration lanager Government
7 Collection

Level if needed to narrow your search. Click et ot Pt accortng T pr—

Search Head of Finance and Accounting - Ter 2 Heafthcare T

i i) High Tech software
Head of Fnance and Accouning-Ter 3 [ CountryLocal Operatinal e Hanagement Tier 3
Eiancis Contoter He e 7 creot

HosptalNetworks

Note: Only MUPCS jobs with reference evalua- ; b eos o
tions will be returned in your search results.

Continue

WUPCS Catalog

MUPCS Catalog @

Search Ogtions | | financ

v Hide Hercer Job Family/Sub-Famiy Finance
Select the checkbox next to the job(s) that best Herer S Seamlens_ Add et cae: s
meets your criteria for a reference job, then click
Continue. You may click on the Job Title link to
see more information about a particular job such
as objectives and accountabilities, as well as a
reference evaluation.

Search Resuits 18 results View: | NUPCS Catalog View

Einance Analvst - Senior 210.100.380 Finance General Professional senior
Einance Analvat - Experienced 210.100.360 Finance General Protessional Experences

B

Finance Assisiant - Experienced 210100420 Finance General Paro-Professional  Experences
Head of Financial Conirel 210248122 Finance Financial Control Executive Sub-Functon Head
Financial Control Superviser 210348230 Finance Financial Control anagement Team Leader (Professionais)
Hesd of Financial Analysi 21025212 Finance na Execuiive Sub-Function Head

Financial Planning Supervisor 210352230 Finance Financial Planning  Analysis Management Team Leader (Professionais)

1. 0:0:0:00

From the MUPCS Catalog results page, click the = — — = -
Send to My Library button to copy the jobs to the T | | e

Reference Jobs Library. e

Note: If you click Send to My Library for a ref- . ’ ) ’

erence job that you have already copied from
MUPCS, you will be warned prior to proceeding
with an overwrite.

9 serdiomy 3 otalresuts
Library

\&




Creating Reference Jobs Without Using MUPCS Jobs

You may create your own reference jobs to suit your needs and add them to your Reference Job Library.

My Homepage (©

1. Click on the My Library button on the Mercer ‘ — - ol m
WIN Advanced elPE homepage and choose My t’ m ﬁ “‘XP :
Reference Job Library. Merceriaistosla  DmgrostcRepor iy dobs Wt prm—

Ny Market
Library

My Dashboard Iy Reference Edit Dashboard ~ Mercer News
Job Library

Wercer News s currently unavaiable

Competiive Snapshot IWant To...

2010 BE TRS (Comp1-5) | Download a Mercer survey report

Edit by Profile
Administration Evaluate AJob

GabeE Export matches for survey participation
Import Data into Mercer WIN
Manage My Organizations
Search Iy Reference Jobs
View Mercer Market data by Job
View Mercer Market data by Posttion Class
View the Administration Page

Reference Jobs @ My Saved Resulls

Search Options || Enter Heynrords.
v Hide My Job Famity/Sub-Family

Ny Career StreamLevel

2. Onthe Reference Jobs page click the Add Refer-
ence Job button.

Hy Activty Code

Search Results Reference Jobs View

Cick search and search resutts wil be dieplayed here.

I + AddReference Job I )

dd/Edit Reference Job Details (i)

Reference Job Title:* [ My Activity Code:*

My Job Family= - My Career Stream:*

Input values for the job on the header section, — =
Description tab, and Reference Evaluation tab. s, [ Atctomnis ©

Then click Save and Close to return to the Refer-
ence Jobs screen. il —

Last Modified On:

Last Modified By:

Note: All fields with an * are required. —

Available characters: 2000 B S OfgRnTORI

PC Medium Organization:

Accountabilities:
PC Large Organization:

* Please enter a value in the highlighted field(s).

N\




Editing Reference Job Details

On the Reference Jobs search page, you can view a list of all of your reference jobs and determine if you would like to use them as
a starting point for a job evaluation. You can also modify a reference job by completing the following steps:

Reference Jobs iy Saved Resuts

Search Options | | fnanc
v tide Famiy/Sub-Famiy Finance

Career SirsanvLevel . Addacarser stream

To review your Reference Jobs use the My —
Library button on the homepage and select My e T P
Reference Jobs Library. On the Reference - T G e i
Jobs SearCh page, C||Ck the JOb Tltle Of the jOb Finance Supervisor 210.100.231 210100231 &= Finance. General Management Team Leader (Professionals)

X X 210.100.340 210100340 Fnance General Professional senor
that you Wlsh to WO rk Wlth . Finance Analyst - Experienced 210.100.250 210.100.350 -] Finance General Professional Experienced

Finance Assistant- Experenced  210.100.420 210100620 Finance General Fara-frofessional  Experienced

Head of Financial Control 210248132 210208132 e Finance Financial Control  Executive Sub-Function Head

inance Analyst - Senior (210.100.340) ()
Reference Job Title: Fnance Analyst - Senior p Job Activity Coder 0

Job Family: Finance Career Stream: Professional

Sub Family: General Career Level Senior

VIR iiy Jobs Attachments (0)

2. Onthe Add/Edit Reference Job Details pop up
click the Edit button. You can then edit the Ref-
erence Job Details and the Reference Evaluation
data as needed.

f@leaiﬁ Reference Job Details (7)
Reterence Job Titi:* proe—— 2ot Actvty Cone: o

To change reference evaluation data, click the Gt i
Reference Evaluation tab. Use the drop-down o e e

lists to modify evaluation values. To add a new
row to the reference evaluation grid, click the Add
Row button.

When you have completed your edits, click Save
and Close to save your changes and return to
the Reference Jobs search page.

+ Add Row

\
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Job Architecture

1. Inthe Job Architecture section of the Administra-
tion page, click Manage Job Architecture.

Click the arrow to the left of the Name field for
the Job Family/Sub-Family that you wish to edit.
Enter changes to the Name and/or Description

in the space provided. Click the pencil icon to
edit the Name or Description. Then click the disk
icon to save or the X icon to cancel.

Click the plus sign icon to add a new Job
Family/Sub-Family. Enter the Code, Name, and
Description in the space provided and click the
disk icon to save your changes.

Mercer WIN - System Administration (©

MUPCS Catalog

(MUPCS) Catalog. You may copy these selected records to Iy
Reference Job Library.

IPE Settings

“This lows you o manage your Organizations and configure PE optiens
such as the Calculated Grades Table.

Job Architecture

“This slows youto eustomize the Wercer Job Architecture, which

consists of Job Families, Sub-Familes, Career Streams, Career Levels.
and Activity Codes. You can customize the Hercer Job Architecture to
match your company’s terms by editing and/or hiding Mercer values, or

by creating your own architecture within the HUFCS framework.

Search WUPCS Catalog

Manage IPE Sefings.

Setup Organization

Action

I Manage Job Architecture )

My Job Architecture @

Create Custom Job Architecture | |

Show: | Al

Corporate Affairs

This job family ensures that he organizaton complies wih the legal
and reguistory requirements of the country (-es) in which it
operates. as wel as mait with the oubiic

Legal

|Human Resources.

This job family ensures that the organization complies with the legal
1 the country (-
oberates. as wel 8s maitains Dostive relations with investors and
This job famiy supports the management of the organization's
human resources. Activtes ncluge developing human fesource
management sirategies and policies fo meet business needs;
planning, administefing and reviewing sctivis concerned with
recruitment, traning and development, compensation and benefits
and employee reistions, In some organizations the actvies of this
famiy may include payrol, employee communications and health
and safety.

Avaiable characters: 1545 (Exira characters wil not be saved)

‘Group/Corporate Management (Tier 0)

atthe highest level of the organization. The entie scope of

My Job Architecture (&

Create Custom Job Architecture | (€

10b FamiySub-Famiy ireamiLovel | Actiy Code |

Show: | Al

Avaiable characters: 2000 (Exirs characters wil not be saved)

test

hnactive

Upper Management

“This job famiy works to achieve the organization's operational and
financial goals. Positions in this family control, direct and participate
in the aetivties of the oroanization throuch a hierarchv of menaoers

nacive

Corporate Affairs

This job famil ensures that the organization compies wih the legal
and regulatory requirements of the couniry (-es) in which it
onerates. as wel 7 ith the oubl,

Legal

This job famiy ensures that the organization comples wih the legal
and reguiatory requirements of the country (-es) in which it
2 et i

overates. as wel e d

Human Resources.

‘This job famiy supports the management of the organization's

management sirategies and polices fo meet business needs;
planning, administering and reviewing activiies concerned with
recruitment, training and development, compensation and benefts




Mercer WIN Role Function Matrix

When the Mercer WIN Advanced elPE Admin receives email confirmation that a Mercer WIN Advanced elPE User has been
added, he/she should log in to Mercer WIN Advanced and restrict the user’s access as appropriate. The Mercer WIN Role Func-
tion Matrix may be used to help determine individual user access needs. Mercer WIN Advanced elPE Admins and Mercer WIN
Advanced elPE Users are eligible for all Mercer WIN Advanced elPE functionality. During your initial set up, you may ask for this
functionality to be turned off if needed, otherwise the Mercer WIN Advanced elPE Admin and Mercer WIN Advanced elPE Users
will be set up to also have Mercer WIN Advanced role capability as noted in the matrix.

£
;

Function
Search)/Export/Print My Organizations Data
View Organizations

Add Organizations

Edit Organizations

Size Organizations

Delete Organizations

Copy Organizations
Organization [Edit View)
Search)Export/Print My Reference Job Library Data
View Reference Jobs

Add Reference Jobs

Edit Reference Jobs

Delete Reference Jobs
Search/Export/Print My Jobs Data
View My lobs

Add My Jobs

Edit My Jobs

Import My lobs

Delete My lobs

Evaluate Ny lobs

Iarket Price Wy lobs

View Row Edit {Mylobs)

View Job Modeling Scenarnos

Copy lobs

Determine Reference Job from My Job
Create Jobs from Reference Jobs
Import Job Evaluations Data

B0 [ || | |

BO|0|a||2 |0 |2 | 2| |20 | (2 B [ (2|2 |2 |2 ||

AR A A




Function

WIN Admin

Search/Export/Print My Employees Data

X

View Employees

Add Employees

Edit Employees

Import Employees

Delete Employees

Search Mercer Market Data (MMD}

View Mercer Market Data (MMD)

View Diagnostic Reporis

B o e

View Job Evaluation Mapping Report

View Cross Tab Report

Add MMD to My Market Library (MML}

Add External Data to MML

Search/View MUPCS Catalog

Manage |PE Grade Table

Allow Access to Employees in WIN

Manage Default Organization Sizes

Manage lob Architecture

Search Attachments

View IPE Charts




