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Data Collection Tool Frequently Asked Questions:   
 
 
1. Q: Do I have to upload my data using the data submission template provided in 
the Data Collection Tool?  
 
A: No, you have the option of uploading data using an extract from your HRIS system or 
using our data submission template.   
 
 
2. Q: Can I upload multiple tabs from one Excel workbook?  
  
A: No, to upload your data it must be on one tab. There can be other tabs in the 
workbook, but the data will only be used from the tab you indicate. Make sure to 
combine any HRIS extracts into one tab prior to uploading your data.   
 
 
3. Q: Are certain fields required to upload my data?  
 
A: Yes! Please see below a list of required fields:   
 

• Employee ID 

• Your Internal Job Title 

• Zip/Postal Code  

• Annual Base Salary (Whole Number) 

• Annual Incentive Eligibility (Y/N) 

• Actual Annual Incentive Paid 
 

In addition, if you are a Retail organization:  

• Hourly Rate 
 
Recommended Fields to maximize the value of KF Pay:  
 

• Gender 

• Performance Ranking 

• Manager Employee ID  

• Annual Base Salary Structure Minimum, Midpoint and Maximum (Whole Number) 

• FLSA Classification (US submissions only) 

• High Potential Employee Indicator 

• LTI Eligibility and corresponding grant data (see submission template for required 
info) 

 
In addition, if you are a Retail organization:  

• Hire Date (MM/DD/YY) 

• Store Revenue 

• Full-time/Part-time status 

• Outlet Store (Y/N) 

• Flagship Store (Y/N) 
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If you are a Healthcare organization (US submissions only):  

• 2nd/Evening Shift Differential (Hourly Number) 

• 3rd/Night Shift Differential (Hourly Number) 

• Weekend Day Differential (Hourly Number) 

• Weekend Night Differential (Hourly Number) 

• Resource (PRN) Rate (Hourly Number) 

• On-Call Rate (Hourly Number) 
 
 
4. Q: If there are fields in my HRIS extract that are not required to upload data, do I 
have to remove them from the file?   
 
A: No, you do not have to remove any fields from your upload file. If there are fields you 
are unable to map, select “Cannot Map” (at the bottom of the list of fields).  
 
 
5. Q: Will I be notified if the Data Collection Tool detects a problem with my 
submission?   
 
A: Yes, your file will go through some initial data checks to make sure you supplied all 
required fields. If an error report is generated, you will be prompted to edit your file and 
re-upload after making the corrections. 
 
 
6. Q: Can I append data to my original submission? 
 
A: No, any subsequent upload will overwrite your previous submission. This applies on a 
per country/business unit/data type basis. You can upload two separate files if you are 
submitting Executives and Non-Executives separately. To add additional Non-Executives 
after the initial upload, all Non-Executives must be included in the new submission. You 
cannot append additional incumbents to what was previously submitted. 
 
 
7. Q: Can I upload data for multiple Business Units?  
 
A: Yes, you can upload data for multiple Business Units. Each Business Unit must be 
uploaded in a separate file. In the onboarding survey, indicate the Business Units you 
are submitting data for.   
 
 
8. Q: Can I upload Executive and Non-Executive data at the same time, or 
separately?   
 
A: Yes, you have the option to upload Executive and Non-Executive data in one file. You 
can assign the task of uploading any employee group to another member of your team 
through the leaderboard.   
 
 
9. Q: Can I submit a file with Korn Ferry job matches already assigned?  
 
A: Yes, if you assigned Korn Ferry job matches or Korn Ferry Hay Points, provide them 
on your submission.  
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10. Q: What if I cannot find Korn Ferry matches for my roles?  
 
A: The artificial intelligence (AI) will attempt to assign job matches to any job match 
codes left blank in your submission. 
 
 
11. Q: What if the AI cannot match a job or the match is not suitable? 
 
A: The AI will not recommend a job match where it is not confident assigning a match. 
You can manually match the job, change the job match or leave it blank.   
 
 
12. Q: Can I assign different reference levels or job codes to different incumbents 
with the same job title?   
 
A: Yes, if you have several incumbents with the same job title but they should be 
matched to more than one benchmark job, you can split the job to assign each match 
individually or as a group.   
 
 
13. Q: Will I be notified when the AI has finished the job matching for my 
submission?   
 
A: Yes, you will receive an automated email once the AI has finished the job matching. 
On the leaderboard you will see “Ready for Review” next to the file you submitted.   
 
 
14. Q: Do all jobs have to be marked as reviewed before I can submit my file? 
 
A: Yes. 
 
 
15. Q: Do I have to mark each job individually as reviewed? 
 
A: No, you can mark several jobs as reviewed at once or individually. To mark several 
jobs as reviewed, click on the “Bulk Actions” button on the top left of the Job Matching 
screen. You can also filter by family (internal or Korn Ferry) to narrow down the number 
of jobs you are viewing.   
 
 
16. Q: What does the compa-ratio mean in the Job Matching Tool?   
 
A: The compa-ratio compares your incumbents’ base salaries to the General Market for 
the job match code assigned.  
 
 
17. Q: Can I change a match the AI assigned?  
 
A: Yes, we encourage you to review the matches the AI has assigned. To update a 
match assigned by the AI, click “view” next to the job. You can update the Korn Ferry 
Benchmark job assigned.   
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18.  Q: Can I view benchmark job descriptions in the Job Matching Tool?   
 
A: Yes, once you click on “view” next to a job, you can review the benchmark job 
description. On our Survey Resource Center you also have access to our job models in 
Excel. 

https://engage.kornferry.com/compensation-and-benefits-resource-center-2019

