
Regional Pay 
Survey Instructions



Survey Link:
evergreen.periscopeiq.com/salarytrends/

 You need a unique username and password
for your organization.

 If you are new or forgot your login, contact
marnold@cascadeemployers.com with your
organization name and preferred contact email
for your login.

Logging in Basics
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mailto:marnold@cascadeemployers.com
https://evergreen.periscopeiq.com/salarytrends/


 The first page after logging in is for 
company information

 Enter all information on your company
‒ Especially make sure to enter data for all 

drop-down questions

 Click “Save” at the bottom when you are 
done with this page

Company Information Page
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Company Information Page
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TIPS & TRICKS

 Under “Primary County,” the “OR-
Washington” option is for Washington 
county in Oregon. It is NOT an OR/WA 
state combination option.

 Hover your mouse over a question field 
and a small tooltip box will appear with an 
explanation for the field.



Finding Job Matches
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 Under the “Match Jobs/Enter Data” tab is 
where you enter your compensation data.

 Jobs are sorted into job families on the 
left-hand side. Clicking on a job family will 
bring up all the positions in that family. 

 Clicking on a position in the middle screen 
will bring up the job description below. 
‒ A position is considered a reasonable match if 

the core duties of your job match up with at 
least 70% of the core duties listed in the job 
description.



Finding Job Matches
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 When you find a position that is a good fit, 
you can either enter your compensation 
data now and click “Save,” OR you can 
click the “Match Only” button to save as a 
match and enter compensation data later. 

 Don’t forget there are normally multiple 
pages of jobs listed in each job family, so 
the job you are looking for might be a little 
farther back. 



Finding Job Matches
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TIPS & TRICKS

 Under the “Help/Downloads” tab, 
download a .pdf file called “Regional Job 
Descriptions” on the right-hand side. This 
is a list of all the jobs in the survey with 
their job code, family and description. 

 Do a ctrl+f search for key words to make 
job matches easier. Once you have found 
a match in the .pdf, you can use your 
knowledge of the job code and family to 
find the job in the survey and enter the 
data. 



Entering Your Data
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 Back on the “Match Jobs” tab, you can 
find the positions you saved as a match 
under the “My Job Matches” field.

 Enter your compensation data for the 
selected job in the fields at the bottom of 
the page. Provide as much data as 
possible.

 When you have finished a position, click 
“Save” – you must save each position 
individually, it will not save as you go.



Entering Your Data
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FREQUENTLY ASKED QUESTIONS

 Enter current compensation data as of the 
day you are participating.

 Incumbents is the number of employees in 
that position.

 In the salary row, your average pay rate 
MUST match the salary value type
‒ If you enter an hourly rate, you need to select 

hourly in the value type. If you enter an annual 
rate, you need to select annual in the value type.



Entering Your Data
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TIPS & TRICKS

 Hovering over an input field will bring up a 
tooltip box with an explanation for what 
that field is asking for.

 Use the “Title (Co.)” or the “Comments” 
fields as notes for yourself. This can help 
you complete the survey the following 
year.
 E.g. If our “Social Media Specialist” is a good 

match for your “Facebook Marketing Specialist,” 
you might write a note in the “Title” or 
“Comment” field that this was a match for the 
Facebook position.



Past Participants
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 If you have participated before, please 
review and update any information on the 
Company Info page, then click “save.”

 When you click on your job matches, you 
will see the last time you updated your 
data for a position under the “Last Update” 
column. 

 Update all positions that are out of date. 
Make sure to click “save” for each 
position. 



Past Participants
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 Please click “save” even if a position 
hasn’t had any data change. This let’s us 
know that the data is considered current 
as of the save date. 

 If a position is no longer in your 
organization, you can select “Delete this 
Match” to remove the job. 



Past Participants
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TIPS & TRICKS

 To verify you have updated all your 
positions, you can refresh the “Match 
Jobs” page once done and click on the 
“Last Update” column to sort by save 
date. Make sure all dates are current.

 You can also go to the “Status” tab. This 
will list the number of matches that you 
have and how many have been updated 
since 1/1 of the current year. Make sure 
all matches have been updated.



Q&A
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Contact McKenna Arnold at marnold@cascadeemployers.com
or surveys@cascadeemployers.com with any questions, 

comments, etc.

mailto:marnold@cascadeemployers.com
mailto:surveys@cascadeemployers.com
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