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Agenda
Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
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Supporting Bonus Decisions

Lesson 7:
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Certifying Results / Employee Notices / Exporting Data
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Course Objectives



 

After this course you should:
-

 

Be able to explain how the CWB supports the pay pool process;

-

 

Better understand the DCIPS salary increase and bonus 
algorithms;

-

 

Be able to use the CWB to support pay pool panel meetings, 
and specifically:


 

Extract CWB data from DCPDS and import it into the CWB


 

Setup a pay pool budget and set administrator options


 

Support your pay pool during salary increase decisions


 

Support your pay pool during bonus decisions


 

Certify the pay pool results


 

Generate employee notices


 

Export your pay pool data
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Ground Rules

MORE helpful to….


 

Focus on understanding the mechanics of the 
CWB



 

Focus on the understanding the basics concept 
of the salary increase and bonus algorithms



 

Participate in activities and ask questions

LESS helpful to…


 

Focus on questioning pay pool and compensation 
concepts



 

Hold side conversations


 

Lay low

Presenter
Presentation Notes
What You Should Know:

Ground rules are a code of conduct. They represent an agreement among the instructor and participants regarding expected class behavior. They also help to create a respectful and supportive learning environment.
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Parking Lot
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Agenda

Activities

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data / DCPDS Upload
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What is a Pay Pool?

$
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Pay Pool Timeline
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Question: 
Can pay pools change ratings?

NO --
 

ratings are finalized prior to the pay pool meeting
100% complete and approved appraisals, including 

ratings, are critical to the DCIPS pay pool process
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DCPDS
Performance Appraisal

 Application (PAA)

DCIPS Pay Pool Automation 
The Big Picture

Pay Pool

 
Identifiers PPID

DPAT

Single/Multiple Pay Pools

Compensation
 Workbench (CWB)

Single Pay Pool

Personnel info (e.g., name, position, salary)
Ratings

Presenter
Presentation Notes
HRMS contains all your agencies personnel data, such as names, salary, position information, etc.  This system also feeds the payroll system, whether it be DFAS or something else.



Each of your agencies have automated tools to help with the DCIPS performance management activities, such as creating a performance plan, midpoint feedback, and annual appraisals.



To support the pay pool construct, your agencies will also be maintaining a pay pool identifier unique for each pay pool.



The Compensation Workbench, or CWB, is an offline tool that pay pools will use to support their pay pool process.  The CWB contains the functionality to 

	set and maintain a pay pool budget;

	assign and reconcile salary increases;

	assign and reconcile bonus;

	enforces all DCIPS policy;

You are working with a training version of the CWB during your pay pool class this week.

In addition to the CWB, an analysis tool will also be available to support analysis of a single or multiple pay pools results.  This will be an excellent tool for the PRA.

All of these tools are based on technology used by the about 1,600 NSPS pay pools.
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Step 3
Pay pool determines salary 
increases and bonus using the CWB

CWB

Step 2
Pay pool data imported 
into the CWB spreadsheet

Pay Pool 
Upload File

(pipe-delimited text file)

Step 4
Final pay pool results are exported 
out of the CWB spreadsheet

DCPDS
PAA

Step 1
Pay pool data extracted

 
from DCPDS

Pay Pool 
Extract File

(pipe-delimited text file)

Step 5
Final pay pool results are loaded 
into DCPDS and used to generate 
personnel transactions

DCIPS Pay Pool Automation 
Data Flow

Presenter
Presentation Notes
Organizations will receive an extract of data from their HRMS, which will include not only information from the HRMS including name, salary, position information, but also the ratings stored in the performance mgt support tools.
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Agenda

Activities

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data
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DCPDS CWB Extract

CWB

Step 2
Pay pool data imported 
into the CWB spreadsheet

DCPDS
PAA

Step 1
Pay pool data extracted

 
from DCPDS

Pay Pool 
Extract File

(pipe-delimited text file)

Pay pool administrators can  download 
their pay pool data from DCPDS

Each employee in the pay pool must 
have the correct pay pool identifier

Extract file includes fields such as first 
and last name, base salary, pay band, 
organizational information, occupational 
series, performance ratings…
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Request CWB Extract File

Select CIV Pay Pool Administrator from the Navigator menu

Select Request CWB Extract File under the CIV Pay Pool 
Administrator menu
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Enter Pay Pool Information

Process Name: Enter a unique process name of your choice

Mock Pay Pool Data:   Select Yes for Mocks, No for real pay pools

PP Id Segment 1: Enter the pay pool identifier

Pay Pool Cycle Closeout Date: Select 30-Sep-XXXX
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Wait for DCPDS to 
Generate the File

Select the “Refresh” button until an icon appears under Output
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Save the Extract File

Right-click on the output icon and select “Save Target As…”

Save the file on your computer
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CWB Extract File and CWB

Save the CWB Extract File and the CWB spreadsheet in the 
same folder on your computer
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Navigating the CWB

Excel Application
Over 80 Macros

Custom Toolbar

14 Worksheets
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Importing Data


 

Data file must be in same folder as the CWB spreadsheet


 

Select the Import button from the Custom Toolbar or the Import link on the 
Instructions Worksheet and follow the three-step process below
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Hands-On Exercises 

Activities

10 Minutes
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Enabling Macros 
Hands-On Exercise #1

Excel 2003


 

Open your CWB spreadsheet


 

If you are prompted to enable or 
disable macros, select Enable



 

If you are not prompted, do the 
following:
-

 

From Tools menu, select 
Macros then Security

-

 

Select “Medium”
- Select “OK”



 

Close Excel and re-open the CWB


 

Click the “Enable Macros”

 

button

Excel 2007


 

Open your CWB spreadsheet


 

Look for the message under the 
top menu that says “Security 
Warning:  Some active content 
has been disabled”



 

Select the “Options”

 

button 
displayed to right of the message



 

Select “Enable this content”


 

Select “OK”

Understand How to Make Sure Macros are Enabled
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CWB Import 
Hands-On Exercise #2

Import a Pay Pool Data File

Make sure your Import text file is saved in the same 
folder as your CWB file

From the Instruction Worksheet, click on the underlined 
“Import”

 
link

Select text file and click “Open”
Select all records and click on “Import Selected”

How do you quickly check to make sure you imported the correct number 
of employees?  Why is it important to import the correct employees?
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Exercise Review

Enabling macros
-

 
How can you tell if macros are NOT enabled?

 Importing data
-

 

How do you quickly check to make sure you imported the correct 
number of employees? 

-

 

Why is it important to import the correct number of employees?
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Agenda

Activities

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data
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Budget and Setup


 

Main Salary/Bonus funding % are 
of total base salary 
(rated employees only)



 

Organizational Withhold/Reserve 
are funds removed from the pay 
pool budget

-

 

Entered as a dollar amount or percentage 
of main budget



 

Additional funding are funds 
added to the budget

-

 

Entered as a dollar amount or percentage 
of main budget



 

Adjustment funding are funds 
reserved for adjustments

-

 

Entered as a dollar amount or percentage 
of Total budget
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Eligibility Controls 
Columns F, G, H and I in Pay Pool Panel Worksheet

Budget Inclusions
Salary Increase & Bonus Eligibility
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Budget and Setup (cont)



 

Bonus Setup
-

 

Maximum bonus
-

 

Share increment (used in the Bonus algorithm)



 

Floor Increase
-

 

Set by DoD
-

 

Update Floor button provides capability to update floor, pay 
bands, and LMS rates
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Budget and Setup (cont)



 

Administrator options set the user’s ability to
-

 

Modify budget entries and payout eligibility parameters
-

 

Modify variable control points
-

 

Modify the bonus rating threshold
-

 

Print employee notices



 

Options can be locked with password



31

Budget and Setup (cont)



 

Unlock ratings
-

 

Button to unlock ratings columns is located at bottom of Budget and Setup 
worksheet

-

 

Password is “unlockratings”
-

 

Ratings should only be changed due to administrative error or reconsideration
-

 

Enter Evaluation of Record first to clear gray formatting
-

 

Re-lock the rating columns when finished
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Hands-On Exercises 

Activities

10 – 15 Minutes
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Pay Pool Budget 
Hands-On Exercise #3

Set up your Pay Pool Budget
Go to the Budget and Setup Worksheet

Enter your pay pool’s salary increase funding
-

 

Enter 2.25% for Salary Increase Funding
-

 

Enter 5% for the Organizational Withhold
-

 

Enter $5,000 for Additional Salary Increase Funding
-

 

Enter $5,000 for Adjustment Funding
Enter your pay pool’s bonus funding

-

 

Enter 1.8% for Bonus Funding
-

 

Do not enter any Organizational Withhold
-

 

Do not enter any Additional Salary Increase Funding
-

 

Do not enter any Adjustment Funding

How do the different budget items impact the funding 
available to the algorithm?
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Administrator Options 
Hands-On Exercise #4

Set the Administrator Options

Go to the Budget and Setup Worksheet
Set the options to match below and LOCK your budget and 

setup worksheet

Now unlock your setup before continuing…

What happens when the first option (budget and payout 
eligibility) is set to No?
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Unlock Ratings 
Hands-On Exercise #5

Unlock Ratings

Unlock the ratings columns by clicking the “Unlock Ratings”
 button on the Budget and Setup worksheet

Enter the password:  unlockratings
Enter the following ratings for Colin Fain

-
 

Evaluation of Record: 4
-

 
Average Overall Rating: 4.0

-
 

Element Rating: 4.0
-

 
Objective Rating: 4.0

Re-lock the rating columns

What happens to the formatting in Fain’s row when you 
enter in the Evaluation of Record?
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Exercise Review

Budget and setup
-

 

How do the different budget items impact the funding available to 
the algorithm?

Administrator options
-

 

What happens when the first option (budget and payout eligibility) 
is set to No?

Unlocking ratings
-

 

What happens to the formatting in Fain’s row when you enter in 
the Evaluation of Record?
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Agenda

Activities

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data
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Salary Algorithm Inputs

Salary Increase $

Performance Rating 
(3.6, 3.8, 4.3, etc.)

Position in Pay Band
(Compa-Ratio)

Salary Inc. Budget $
(% of total base pay)

Presenter
Presentation Notes
There are three basic inputs to the DCIPS salary increase algorithm

-- the employees performance rating

-- Their position in pay band (as measured by compa-ratio)

And

-- the pay pool budget…meaning the amount of money available to the pay pool to distribute as salary increases
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Salary Increase $

Salary Inc. Budget $
(% of total base pay)

Position in Pay Band
(Compa-Ratio)

Performance Rating 
(3.6, 3.8, 4.3, etc.)

Salary Algorithm Details

Total Shares
÷

# of Shares

÷ 1000

Band 
Midpoint

x Multiplier Rate

÷

Share Value ($)

Initial Inc. Rate Compa-Ratio

x

Column BA Column BE BG2 and BN2

BG3 and BN3

Column BD
Column BF

Column BN

Column BO

Column AR Budget and Setup
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Overall Average Rating 
Determines Initial Inc. Rate

Initial Inc.
 6.00%
 5.76%
 5.52%
 5.28%
 5.04%
 4.80%
 4.56%
 4.32%
 4.08%
 3.84%
 3.60%
 3.36%
 3.12%

Rating
3.7
3.6
3.5
3.4
3.3
3.2
3.1
3.0
2.9
2.8
2.7
2.6

Initial Inc.
 2.88%
 2.64%
 2.40%
 2.16%
 1.92%
 1.68%
 1.44%
 1.20%
 0.96%
 0.72%
 0.48%
 0.24%

Algorithm uses an initial 
range of salary increases of…

Maximum rating to get

 a salary increase is…

Rating
5.0
4.9
4.8
4.7
4.6
4.5
4.4
4.3
4.2
4.1
4.0
3.9
3.8

2.6

Minimum rating to get

 a salary increase is…

5.0

0 to 6%

Each salary increase
Increment rate is…

6/25  = 0.24 2.5  0.00%
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Base Salary & Band Midpoint 
Determine Compa-Ratio

What is Compa-Ratio?
-

 
The ratio of base salary to the midpoint of the pay band

Employee 4 $50,000 B $50,000 1.00

Base Salary Pay Band Band Midpoint Compa-Ratio
Employee 1 $95,000 A $100,000 0.95
Employee 2 $105,000 A $100,000 1.05
Employee 3 $40,000 B $50,000 0.80
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Initial Increase Rate & 
Compa-Ratio Determine Multiplier

Initial Increase Rate ÷ Compa-Ratio = Multiplier

Rating Initial Inc. Rate Compa-Ratio Multiplier
Employee 1 3.9 3.36% 0.95 3.54%

Divide by Compa

Employee 2 3.9 3.36% 1.05 3.20%
Employee 3 4.5 4.80% 0.80 6.00%
Employee 4 4.8 5.52% 1.00 5.52%

 Compa-ratios less than 1.0 increase the initial increase

 Compa-ratios greater than 1.0 decrease the initial increase



43

Multiplier to Shares

Shares are expressed as a $ amount and the pay pool 
budget is fixed

To remain in budget, the algorithm converts the multiplier to 
shares and then calculates the share value

Rating Initial Inc. Rate Compa-Ratio Multiplier
Employee 1 3.9 3.36% 0.95 3.54%
Employee 2 3.9 3.36% 1.05 3.20%
Employee 3 4.5 4.80% 0.80 6.00%
Employee 4 4.8 5.52% 1.00 5.52%

Assume your salary increase budget is 2.4%
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Multiplier & Midpoint 
Determine Number of Shares

Multiplier Band Midpoint Shares
Employee 1 3.54% $100,000 3.54

# of Employee’s Shares = (Multiplier * Band Midpoint) ÷ 1,000

What is a Share?
-

 
A portion of the salary increase budget allotted to an individual

-
 

The number of shares and the value of each share is 
determined by the DCIPS algorithm

Employee 2 3.20% $100,000 3.20
Employee 3 6.00% $50,000 3.00
Employee 4 5.52% $50,000 2.76
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Salary Increase Budget & Total 
Shares Determine Share Value

Base Salary
Employee 1 $95,000
Employee 2 $105,000
Employee 3 $40,000
Employee 4 $50,000

Total $290,000

Salary Increase Budget = ($290,000 * 2.4%) = $6,960

Assume salary increase budget of 2.4%

Share Value = Budget / Total Shares 
= $6,960 / 12.5  =  $556

Shares
3.54
3.20
3.00
2.76
12.5
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Calculate Interim 
Salary Increase

Rating Base
Salary

Shares Share
Value

Salary
Increase

Salary
Increase %

Employee 1 3.9 $95,000 3.54 $556 $1,968 2.07%



 

Employee 1 receives a larger salary increase than employee 2 
because of position in band –

 

even though their ratings are the same.



 

Employee 3 receives a larger salary increase than employee 4 
because of position in band –

 

even though 3’s rating is lower

Salary Increase = Number of Shares * Share Value 

Employee 2 3.9 $105,000 3.20 $556 $1,779 1.69%
Employee 3 4.5 $40,000 3.00 $556 $1,668 4.17%
Employee 4 4.8 $50,000 2.76 $556 $1,534 3.07%
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Check for Band Max & Initial 
Salary Increase

Base
Salary

Salary Floor 
Increase 
(2.0%)

Perf Salary
Increase

Interim 
New Base 

Pay

Pay Band 
Max

Hit Pay 
Band 
Max?

Base Pay 
Incr Above 

PB Max

Emp 1 $95,000 $1,900 $1,968 $98,868 $108,000 No 0

Emp 2 $105,000 $2,100 $1,779 $108,879 $108,000 Yes $879

Emp 3 $40,000 $800 $1,668 $42,468 $60,000 No 0

Emp 4 $50,000 $1,000 $1,534 $52,534 $60,000 No 0



 

Base Salary + Sal Floor Increase + Performance Sal Increase = Interim 
New Base Pay



 

If pay band max is reached, salary increase is decreased by amount in 
excess of pay band max



 

Amount over the band max is redistributed by algorithm to other employees



 

Initial salary increase is displayed in column BO

Check Interim Salary Increase against Pay Band Max
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Salary Increase $

Salary Inc. Budget $
(% of total base pay)

Position in Pay Band
(Compa-Ratio)

Performance Rating 
(3.6, 3.8, 4.3, etc.)

Salary Algorithm Details

Total Shares
÷

# of Shares

÷ 1000

Band 
Midpoint

x Multiplier Rate

÷

Share Value ($)

Initial Inc. Rate Compa-Ratio

x

Column BA Column BE BG2 and BN2

BG3 and BN3

Column BD
Column BF

Column BN

Column BO

Column AR Budget and Setup
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Overrides & Adjustments 



 
Overrides
-

 

Sets employee’s final shares and initial 
increase to zero

-

 

Overridden salary increase is 
redistributed by the algorithm



 
Adjustments
-

 

May be positive or negative
-

 

Drawn from adjustment funding until 
adjustment funding expended…then 
draws from algorithm

-

 

Requires justification

Pay pool manager may adjust initial increases

Why would pay pools override 
or adjust a salary increase?
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Using the CWB 
Supporting Salary Increase Decisions
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Using the CWB 
Supporting Salary Increase Decisions
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Using the CWB 
Supporting Salary Increase Decisions
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Using the CWB 
Supporting Salary Increase Decisions
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Using the CWB 
Supporting Salary Increase Decisions
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Hands-On Exercises 

Activities

15 Minutes
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Supporting Salary Increase Decisions 
Hands-On Exercise #6

Using sorts, filters, and wildcards
(these exercises are completed in pay pool panel worksheet)

Sort by Initial Performance Salary Increase % (column BP)
Sort by Overall Average Rating (column AR)
----------------

Filter to show only pay band 3 employees who received an 
initial performance salary increase % over 2.0%
-

 
Hint: set filters on columns S and BP

----------------

Use wildcards and filters to hide 5 employees
-

 
Enter the word “hide”

 
into wildcard column 3 (column AU)

-
 

Use the filter to select “blanks”
-

 
Question:


 

How else could you use this feature?
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Supporting Salary Increase Decisions 
Hands-On Exercise #7

Using Views
Select the “Change View”

 
button from the custom toolbar

Select the following options
-

 
Condensed Employee Data View

-
 

Condensed Salary Increase View

Notice that many of the salary
 increase columns are hidden

How would you reset  the view to
 show all the columns?
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Supporting Salary Increase Decisions 
Hands-On Exercise #8

Using Overrides and Adjustments

Ensure you have entered $5,000 (you did this is exercise 3)  
for salary adjustment funding in the budget and setup 
worksheet

Enter $4,000 in the adjustment column (BR) for Jon Sherwin
-

 
Questions:


 

What happens to Jon’s salary increase?


 

What is the impact to everyone else’s salary increase?


 

Are there any employees that can not receive an adjustment?

Enter $6,000 in the adjustment column (BR) for Jon Sherwin
-

 
Question:


 

What happens when you overspend the adjustment funding?
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Supporting Salary Increase Decisions 
Hands-On Exercise #9

Using Overrides and Adjustments (continued)

Change override from No to Yes for Jon Sherwin
-

 
Questions:


 

What happens to the initial values calculated by the CWB?


 

What is the impact to everyone else’s salary increase?
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Supporting Salary Increase Decisions 
Hands-On Exercise #10

Salary Increase Statistics and Charts


 

View the Salary Increase Statistics worksheet


 

What is the overall average performance salary increase for the pay pool?  
What is the average total increase?  What causes the difference?



 

Select the Capture Charts button in the custom toolbar
-

 

Generate all the charts in the Salary Increase Charts worksheet in Excel format

Select All
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Supporting Salary Increase Decisions 
Exercise Review

Sorts, filters, and wildcards
-

 

What else could you use wildcard columns for?
-

 

Does the sort feature in the filter work?
Using views

-

 

How would you reset the view to show all the columns?
-

 

How can you create your own view of the data?
Overrides and adjustments

-

 

What happens when you overspend your adjustment funding?
-

 

How do adjustments impact other employees?
-

 

Are there any employees that can not receive an adjustment?
-

 

How do you “add back”

 

unused adjustment funds to the budget?
Salary increase statistics and charts

-

 

How can you generate statistics for your own custom groups of 
employees?
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Agenda

Activities

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data
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Bonus Algorithm Basics

Algorithm links bonus to performance rating using a share 
concept
-

 

Threshold rating receives 1 bonus share
-

 

Each tenth of a rating higher receives X% more shares than the 
previous rating

-

 

The larger the range in performance being recognized the larger the 
range in shares (bonuses)

Algorithm links bonus to pay band by using the band midpoint
-

 

A given rating receives the same percentage of midpoint –

 

irrespective 
of pay band

-

 

Employees with the same rating in the same band receive the same

 

$ 
bonus

-

 

As pay band increases, the dollar amount of the bonus increases 
because the band midpoint is larger for higher bands
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Bonus Algorithm Inputs

Bonus $

Performance Rating 
(3.6, 3.8, 4.3, etc.) Pay Band Midpoint Bonus Budget $

(% of total base pay)

Bonus Algorithm
Parameters
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Bonus Algorithm Details

Bonus $

Bonus Algorithm
Parameters

Share/Midpoint
Product

Share Value (%)

÷

# of Shares Pay Band Midpointx x

Performance Rating 
(3.6, 3.8, 4.3, etc.) Pay Band Midpoint Bonus Budget $

(% of total base pay)

Share Increment

Rating Threshold

Column CT Column BB

Column CU

Hidden Column

Hidden Column

Cell CT6

Budget and Setup

Column AR Budget and Setup
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Rating Threshold & 
Share Increment

 Rating Threshold
-

 

Entered on the pay pool panel worksheet (Cell CT 6)
- Minimum overall average rating (e.g., 4.1) to receive a bonus
-

 

Must be 2.6 or greater

 Share Increment
-

 

Entered on the Budget and Setup worksheet
-

 

Sets the % increase in shares as overall average rating increases


 

For example, assume that the share increment is 10%.  If the rating 
threshold is 4.0.a rating of 4.0 would get 1 share, a rating of 4.1 would get 
1.1 shares, a rating of 4.2 would get 1.21 shares, etc.

-

 

The larger the share increment, the larger the range in bonuses 
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Share Increment Example



 
A pay pool sets their share 
increment to 10%

-

 

Each additional tenth of a rating 
receives 10% more shares than the 
previous rating



 
A pay pool sets the rating 
threshold to 4.0

Shares
 2.61
 2.36
 2.15
 1.95
 1.77
 1.61
 1.46
 1.33
 1.21
 1.10
 1.00

Rating
5.0
4.9
4.8
4.7
4.6
4.5
4.4
4.3
4.2
4.1
4.0

+10%

+10%

 Question
-

 

What would happen to the range 
of shares if the threshold was 
set to 4.6?
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Share Midpoint Product 
Bonus Budget & Total Shares Determine Share Value

Assume Bonus Budget of 1.8% and Rating Threshold of 4.0

Base
Salary

Emp 1 $95,000
Emp 2 $105,000
Emp 3 $40,000
Emp 4 $50,000

Total $290,000

Bonus 
Shares

0
1.00
1.61
2.14

Band 
Midpoint
$100,000
$100,000
$50,000
$50,000

Share-Midpoint 
Product

0
100,000
80,500

107,000
287,500

Rating
3.9
4.0
4.5
4.8

 Share Value = Bonus Budget / ∑
 

“Share-Midpoint Product”

 Bonus Budget = ($290,000 * 1.8%) = $5,220

= $5,220 / 287,500 = 0.018156 ≈
 

1.8156%



69

Calculate Bonus

Base
Salary

Emp 1 $95,000
Emp 2 $105,000
Emp 3 $40,000
Emp 4 $50,000

Total $290,000

Bonus 
Shares

0
1.00
1.61
2.14

Band 
Midpoint
$100,000
$100,000
$50,000
$50,000

Bonus 
Amount

$0
$1,816
$1,462
$1,943
$5,220

Rating
3.9
4.0
4.5
4.8

 Question
-

 

What would happen to the share value if the pay pool 
lowers the rating threshold to 3.8?

Number of Shares * Share Value * Midpoint = Bonus

Share Value
1.8156%
1.8156%
1.8156%
1.8156%
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Bonus Algorithm Details

Bonus $

Bonus Algorithm
Parameters

Share/Midpoint
Product

Share Value (%)

÷

# of Shares Pay Band Midpointx x

Performance Rating 
(3.6, 3.8, 4.3, etc.) Pay Band Midpoint Bonus Budget $

(% of total base pay)

Share Increment

Rating Threshold

Column CT Column BB

Column CU

Hidden Column

Hidden Column

Cell CT6

Budget and Setup

Column AR Budget and Setup
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Using the CWB 
Supporting Bonus Decisions
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Using the CWB 
Supporting Bonus Decisions
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Using the CWB 
Supporting Bonus Decisions
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Using the CWB 
Supporting Bonus Decisions
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Hands-On Exercises 

Activities

15 Minutes
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Supporting Bonus Decisions 
Hands-On Exercise #11

Setting a Rating Threshold



 

Sort by Overall Average Rating (Hint…there is a link in Cell CS 10)



 

Set the rating threshold at 3.6
-

 

Question:


 

How many employees will receive a bonus?



 

Change the rating threshold to 4.2
-

 

Question:


 

How many employees will receive a bonus now?



 

Find the rating threshold that limits bonus eligibility to about

 

the top 35% 
of employees
-

 

Question:


 

What did you find out when trying this?
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Supporting Bonus Decisions 
Hands-On Exercise #12

Using Views

Select the “Change View”
 

button from the custom toolbar

Select the following options
-

 
Condensed Employee Data View

-
 

Condensed Bonus View

Notice how the columns are
 hidden (are any bonus columns

 actually hidden?)

How would you reset the view to
 show all the columns?
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Supporting Bonus Decisions 
Hands-On Exercise #13

Using Overrides and Adjustments

Change the rating threshold to 3.8

Find Darlene Brown and enter $2,000 in the adjustment 
column
-

 
Questions:


 

What happens to Darlene’s bonus amount?


 

What is the impact to the other employees’ bonus amounts?


 

What happens to the adjustment balance?

Find Calek Gibrar and enter -$1,000 in the adjustment column
-

 
Questions:


 

What happens to Calek’s bonus amount?


 

What happens to the adjustment balance?
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Supporting Bonus Decisions 
Exercise Review

Setting a rating threshold
-

 

Is it always possible to set a threshold that results in an exact target 
percentage (e.g., 50%)?

Using views
-

 

Are any of the bonus columns hidden using the “condensed bonus 
view?”

Overrides and adjustments
-

 

How do adjustments impact other employees?
-

 

Are there any employees that can not receive a bonus adjustment?
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Agenda

Activities

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data
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Using the CWB 
Completing the Process



 

Step 6 – Certify the Pay 
Pool Results --

 

certify after 
the pay pool results are final



 

Step 7 – Export Employee 
Data –

 

export your data only 
after approval by the PRA.  
This creates the upload file 
that flows back into your 
DCPDS



 

Step 8 – Generate 
Employee Notices –

 
generate only after PRA 
approval



82

Using the CWB 
Completing the Process

Generating Employee Notices



 

Each notice is different Excel 
worksheet (not workbook)



 

Can generate by subset 
(organization, rating official, 
wildcard, etc.)



 

Can generate visible records 
only (from Pay Pool Panel 
worksheet)



 

Can set sort order (2 levels)



 

Can set folder location to 
store notices
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Hands-On Exercises 

Activities

15 Minutes
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Completing the Process 
Hands-On Exercise #14

Certifying your pay pool data

Check the Certify checkbox in step 6
Uncheck the Certify checkbox

-
 

Question:


 

What happens when you uncheck the box?

The pay pool manager and pay pool PRA names you type 
into the boxes will print on the employee notice form
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Completing the Process 
Hands-On Exercise #15

Exporting your pay pool data for upload into DCPDS

Ensure your CWB is certified

Select the export link in step 7 on the Budget and Setup 
worksheet

Notice the file name that is automatically generated

Save your export file
-

 
Question: Why is the date important on the export file?
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Completing the Process 
Hands-On Exercise #16

Generating Employee Notices

Enter some comments to print on Shawn Comb’s employee 
notice form (hint: use column G on the notes worksheet) 

Ensure your CWB is certified
Select the Generate Employee Notices link in step 8 on the 

Instructions worksheet
Generate the forms for just the employees that work for 

Trisha Coleman (Hint…Trisha is a rating official)
-

 
Do not print the forms

Find Shawn Comb’s employee notice form
-

 
Question:  Can you edit the form?
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Completing the Process 
Exercise Review

Exporting CWB data
-

 

Why is it a good idea to include the date in your export files?

Generating employee notices
-

 

Is it possible to create and edit the remarks on the form?  What

 
are the two ways to do so?



88

Wrap Up

?
Questions

Lesson 1:
Introduction

Lesson 2:
Pay Pool Process Review and CWB Overview

Lesson 3:
DCPDS CWB Extract and CWB Import

Lesson 4:
Setting the Pay Pool Budget and Administrator Options

Lesson 5:
Supporting Salary Increase Decisions

Lesson 6:
Supporting Bonus Decisions

Lesson 7:
Completing the Process

Certifying Results / Employee Notices / Exporting Data
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Thank You

Thank You!

Please complete a course evaluation before you leave

Best of Luck 
with Your 
Pay Pools!

Remember 
to Practice 

and Read the 
User Guide!
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