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User Instructions 
  
 

 
 
Subscriber Login 
 
 
 
 
 
 

 
 
 
 

Insert your Username (lower case) 

 

Input the Password provided 
 

Change you password to something more memorable to you? 
Click Forgot/Change your Password 
 

 

 
 
Welcome Page to CityPay Online 

 
Menu Options  
- Drop down menu 

 
 
 
 
 
View all Job Data 
Summary of all positions with key data 
PDF download 

     
- Side menu 

 
 
 
 
 

Changes to Job codes 

Click here to see what jobs have been  added or  
removed in the last 12 months 

  
  

Glossary of Terms 
Click here to understand the definitions  
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 Create your Job Code Master List 
 
Functional areas 
We recommend you Select each functional area 
in turn  
or  
There is the option to select all Jobs and then 
de-select as appropriate 

 
 

 

 
Jobs within Functional areas 
 
 
 
 
 
 
 
 
 
 
 
 
Create your Job Code Master List 
Check the summary job description for any job code 

Click here. 
 
 

Job description is summarised 
or  
you can download a PDF 
version, or return  
to your selection 
 
 

 
 
View / Amend Master List 
 
Check you have selected all your job codes by 
reviewing your Master List  
 
 

‘View Saved Selection’ Add or Remove any and  
Apply Selection to confirm changes. 
 

What you can also do from here:- 
1 Output Options – go and work on a subset without affecting Master List 
2 Download selected jobs to an Excel spreadsheet 
3 View or Print the Job Specifications of the jobs selected 
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4 View or Print all the details of the jobs selection 
 

View / Amend Master List 
 
 “WARNING!! If you change anything on this page and click Apply Selection, this will permanently amend the Master List. To 
make temporary changes without affecting the Master List go to Output Options (selecting a sunset) 

 

 
 
 
 
 

 

Output Options 
 

Choose a subset of your jobs to work on without affecting 
your Master List 
 
What you can do from here:- 
1 Back to Master List – to make any permanent changes 
2 Download selected jobs to an Excel spreadsheet 
3 View or Print the Job Specifications of the jobs selected 
4 View or Print all the details of the jobs selection 
 
 
 

 
 

Example of an Excel spreadsheet 
Download the data to your computer where you can create separate sheets for different functional areas 
or job types. 
Add your own company data to compare with the database benchmarks 
Sort data to your own preference 
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Example of a job description  

 
 
 
 
 
 

Example of a Pay Data Sheet 
 
 
 
 
 
 
 
 
 

 

 
 

Pensions and Benefits 
 
Annual research published every July, exclusively available as 
FREE information to online subscribers. 
 
Select single or multiple sections to view, or download in PDF 
format. 
A popular document used to benchmark benefit packages 
 
 
Example sheets below:- 
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Subscription start and expiry dates 
 
City Pay will contact you prior to your expiry date. 
 
 
 
 
 
 
 
 
 

 
 
 
 
Logout to end your session 

 
Note: 
Master List – when you log out all saved data will be 
available when you log back in 
 
Subset – Only the last subset saved will be available when 
you next log in. 
 
 
 
 
 
 

 
 

CityPay Online 
 

Questions? 
 

 Please contact CityPay Online: 
 Tel: +44 (0)1371 810979 
 Fax: 0845 862 2668 

      Email: info@citypay.co.uk 
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