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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

Activities
Lesson 7: _
Completing the Process
Certifying Results / Employee Notices / Exporting Data
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O 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:
m Extract CWB data from DCPDS and import it into the CWB
m Setup a pay pool budget and set administrator options
m Support your pay pool during salary increase decisions
m Support your pay pool during bonus decisions
m Certify the pay pool results
m Generate employee notices
m Export your pay pool data



gl DCIPS
DEFENSE CIVILIAN INTELLIGENCE G ro u n d R u I eS

PERSONNEL SYSTEM

MORE helpful to....

O Focus on understanding the mechanics of the
CWB

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

O Participate in activities and ask questions

LESS helpful to...

O Focus on questioning pay pool and compensation
concepts

O Hold side conversations
a 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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Pay Pool Process Review and CWB Overview
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What is a Pay Pool?

Pay Pool
Performance Review

Authority (PRA)

Pay Pool 1 Pay Pool 2 ‘ Pay Pool 3 Pay Pool 4
[Fay Pool Manager
Pay Pool ' |
F):‘anel | |
Reviewing Reviewing
Official Official
[ I | [ I |
Rating Rating Rating Rating
Official Official Official Official
I I I I
Employees| |Employees Employees | | Employees
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Question:
Can pay pools change ratings?

ANO -- ratings are finalized prior to the pay pool meeting

100% complete and approved appraisals, including
ratings, are critical to the DCIPS pay pool process

&y

Performance Performance Performance
Objective #1 Objective #2 Objective #3 |
3 4 3
Performance Performance Performance
Element #1 Element #2 Element #3
3 3 5
—
Performance Performance Performance
Element #4 Element #5 Element #6
q 3 3

@ (3+4+3)/3=33

@ (33+3.5)/2=3.4

@ i{3+3+5+4+3+3}f'6=3+5

Final Evaluation

of Record =
Successful (3)
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DCIPS Pay Pool Automation

The Big Picture

T
I

|

Performance Appraisal
Application (PAA)

DCPDS

|

Ratings

. 4

Pay Pool
|dentifiers PPID

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

-

Compensation

~

Workbench (CWB)| ’[ DPAT ]
- J

Single Pay Pool

Single/Multiple Pay Pools
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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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PAA
Step 1
Pay pool data extracted
from DCPDS

Step 5

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

Pay Pool Pay Pool
Extract File Upload File
(pipe-delimited text file) (pipe-delimited text file)

Step 2 _ Step 4

!Day pool data imported Final pay pool results are exported
into the CWB spreadsheet out of the CWB spreadsheet

CWB
Step 3

Pay pool determines salary

increases and bonus using the CWB
12
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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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Lesson 3:

DCPDS CWB Extract and CWB Import

Agenda

Activities
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PAA
Step 1
Pay pool data extracted Pay pool administrators can download
from DCPDS their pay pool data from DCPDS
Each employee in the pay pool must

have the correct pay pool identifier
Pay Pool Pay p
Extract File Extract file includes fields such as first

(pipe-delimited text file)

and last name, base salary, pay band,

organizational information, occupational
Step 2 series, performance ratings...
Pay pool data imported
into the CWB spreadsheet
CWB

14



DCIPS
T e—

DEFENSE CIVILIAN INTELLIGENCE Req u eSt CWB EXt r aCt Fi I e

PERSONNEL SYSTEM

File Edit View Favorites Teels Help

0 4t | @ Oracle Applications Home Page | .rl\ * B » mo o~ |;bPage ¥ {} Tools v

Department of Defense
ICE MyBiz |ICE PAA W3 Logout Preferences QOracle Help

Navigator Favorites
( Edit Favarites )
—}D IV Pay Pool Administrato CIV Pay Pool Administrator IR
3 My Biz Manage Pay Pool Members After using your browser to access DCPDS, close all of your
Manage Pay Pool IDs browser windows and restart a new browser session.
Manage Em loyee F'El / Pool ID Sometimes the browser can hold that information in memory
ﬁ [H Reauest CWB Extract File o (e.g. cache, etc) and some web sites know where to look te find
=l Delegate PAA Trusted Agent Authorization it. For more information Click here

|5 Apply Action(s) to Multiple Employees (PAA V3)
(=] DCIPS Appraisal Administration

View/Print Reports
|:| View/Print Performance Management Reports

D View Previous Requests

Update Your Completed Training Via Self Senvice

N5PS5S - Unique Common Access Card (CAC) Login Information
E X:;:‘;?Srg:tAlftlr:n;;L?;;?:t;’-‘D«:::cva\‘r{agsal I CPMS does not maintain Federal Long Term Care Insurance and

Load Pavout Files Flexible Spending Account Programs.
Load Fayout Files

=l PAA Corrections - Final Appraisal TSP Home

DCIPS - Unique OPM Home

Load Payout Files MyPay
USA Jobs

"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian
Personnel Data System (DCPDS) to allow DoD personnel access to and management of their personal personnel records. The DoD MyBiz

OPM Health Benefits Home

OPM Life Insurance Home

OPM Retirement Home

CPMS Homepage

Federal Long Term Care Insurance Program

Flexible Spending Account

Federal Employees Dental and Vision Insurance Program
NSPS Information (General Info & iSuccess Tmg)

Self Service Information

SF182

Select CIV Pay Pool Administrator from the Navigator menu

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

7 £ £ £ B B B B Ep R B ER ER ER

ICE MyBiz | ICE PAA VW3 | Logout | Preferences | Oracle Help
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Enter Pay Pool Information

File Edit View Favorites Tools Help

E.J ahp . @ CWB Download Payout Data

2
,3-0'\ ~ B ~ m& ~ |- Page = T} Tools »

Department of Defense

ICE hivBiz ICE PASYS Home Logouwt Preferences

CWB Download Payout Data

# |ndicates required field

= Process MName
* Mock Pay Pool Data
= PP Id Segmentl

* Pay Pool Cycle Clogeout Date

cancel { | Submit Regquest J)
\/

DCIPSSQTTESTI @ TIP Recommend Name be Unique.
Mo
DCIPSDIANA 4

ICE MyBiz | ICE PAAYS | Home | Logout | Preferences

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

16
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File Edit View Favorites Tools Help
M r [ = e B 1 o 2%
e dkE |@ Requests | | f-c;‘f » B - o > |:-kPage v {Cf Tools =

Performance Appraisal Application (PAA)

Version 3.0
ICE MyBiz ICEPAA W3 Home Logout Preferences Oracle Help

Requests

Refresh Button: Select to update the Phase of the process execution
Details lcon: Provides a summary that includes, but not limited to name of report, status, phase, request ID and parameters

Qutput Icon: Review report information

To exit this page, select the 'Home' link or select 'Logout’ to exit the system.

< | 'Refresh'\;TlP- lick "Refresh™ to update the phase of the process execution
Request 1D Status Process Name Phase | Details Output I
6708964 s DCIPSSATTEST (Download CWB Extract) Completed @.'"g

Right click on the Qutput lcon and select Save Target As to download extract file or
Open Link in Mew Window to view extract file prior to downloading. The file must be
saved as a text file in order to be imported into the CWB spreadsheet. Recommend
you over-write the default value with a naming convention such as: the value in the
Pay Pool ID Segment 1 + current date + the word "Extract”, Click on Save. The file
should be saved in the same sub-directory as the CWB spreadsheet.

ICE MyBiz | ICE PAA V3 | Home | Logout | Preferences | Oracle Help

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

17
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File Edit View Favorites Tools Help

= = By g 3
0 | @& Requests | | -3'? ~ B -~ mo - b Page v i} Tools ~

Performance Appraisal Application (PAA)
Version 3.0

ICE MyBiz ICEPAA W3 Home Logout Preferences Oracle Help

Requests

Refresh Button: Select to update the Phase of the process execution
Details lcon: Provides a summary that includes, but not limited to name of repont, status, phase, request ID and parameters
Qutput Icon: Review report information

To exit this page, select the 'Home' link or select ‘Logout’ to exit the system.

((Refresh JTIP: Click "Refresh” to update the phase of the process execution

Request ID| Status Process Name Phase Details Qutput I

6708964 o DCIPSSQTTEST! (Download CWEB Extract) Completed | =i - 7
| Open Link
Right click on the Qutput lcon and st S file or
Cpen Link in New Window to view & Sperink ko Hew fa ust be
saved as a text file in order to be img Open Link in New Window nmend
you aver-write the default value with ¢ Save Target As... n the
Pay Pool ID Segment 1 + current da| he file

should be saved in the same sub-dir( Print Target

ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences | Oracle Help

Save Picture As...
E-mail Picture...
Print Picture...

Go to My Pictures
Set as Background

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

Copy Shortcut

Save the file on your computer Rt et

™

Properties
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CWB Extract File and CWB

File Edit Wiew Fawvarites

Tonls

Help

@Back - \,_/I lﬁ /..__j Search H Folders '

Address |3 i\ Documents and SettingsibaconalDeskioph CWE

File and Folder Tasks

hj Make a new Folder

@ Publish this Falder ko the
Wieh

! Share this Folder

Other Places

@ Desktop

[E My Documents
W My Computer
\-':J Py Mebwork Places

Details

1 “l i

.......................................

i DCIPSCWE Sample CWE Extract, bxk
Mockz010,5,xlsi

Save the CWB Extract File and the CWB spreadsheet in the

same folder on your computer

19
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Navigating the CWB

B3 Microsoft Excel - DCIPS CWE PR v.100.xls == x]
A= Views Insert  Format  Tools  Data  Window  Livelink —teeedgobe PFOF Typeaquestionforhelp - - & X
HImport iy Export | 4] sort | B validate | o Highlight | (1] Capture Chart Images B
- Al - *
B—6——b——F—T F |G| H | [ J ] L ‘M N [ c=
1 N
2 Dc'ps DCIPS Compensation Workbench (CWB)
3 2009 100
— -\“
DEFENSE CIVILIAN INTELLIGENCE
i Custom Toolbar
| 4
This application will help DCIPS organizations conduct the DCIPS pay pool process. Itis designed to look and
5 function much the same as the spreadsheed used during the Pay Pools in Action training course.
| 6|
. How to use this spreadsheet: . )
Step 1: Importyour pay pool’s data into the spreadsheet. Remember that your data file must EXC el A p p I I C at I O n
folder as the spreadsheet. The spreadsheet will then import your data and display a c
message when complete. Over 80 Mac rOS
8
Step 2: Administrator Only: Enter the pay pool's budget parameters, bonus increment, and administrator
options on the Pay Pool Budget and Setup worksheet. To lock the worksheet, select the lock setup
button and enter a password that you will remember. To unlock the worksheet, select the unlock setup
g button and enter your password.
Step 3: Reconcile base pay increase al justification for any
10 adjustments if required.
Step 4: Determine a rating threshald for 14 WO r kS h eets s share. Decimal rating
11 increments between the thresho s amounts.
Step 5: Review data and charts on the s Its are fair and consistent.
12
Step 6: [ Certify the pay pool results.
| 13
Step 7: Export Employee Data
{ Budget and Setup 4 Rating Statistics £ Rating Charts Salary Increase Statistics 4 Salary Increase Charts £ Tatal Salel ‘| | ﬂJﬂ

UM

20
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Importing Data

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

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

Step 1 - Select Type

What would you like to impont?

f* Pay pool data from Personnel Data System?

" Pay pool data from an existing CVWE spreadsheest?

Continue

{ Cancel |

Step 1 - Select Tyfe  Step 2 - Select File ]

Select file to import data from:

DCIPE Import Data 03-18-09_FINAL txt
DCIPE Import Data 09-18-09_FINAL txt
DCIPE Import Data 09-28-09_FINAL txt

i

NEEEHEEE
[

Step 1 - Select Type ] Skep 2 - Select Filg
Select Employees to Import
Sort by Last Name

PROD1
PPOD1
PPO01
PPOD1
PPO01
PPO01
PPOD1

FPPO01
PPO01
FPPO01
PPO01
O PPO01
o3, Mig FPO01
O Smith, Paula PPO01
O Awvery, Frank PPOO1
O Dwvall, Erin PPOO1
Select All ‘ Deselect Al |

Impart Selected

Cancel

Cancel

Mote: Holding CTRL+Click selects multiple
individual files. Holding SHIFT+Click selects
multiple files in a range.

21
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10 Minutes

Hands-On Exercises

Activities

22
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Understand How to Make Sure Macros are Enabled

Excel 2003 Excel 2007
a Open your CWB spreadsheet Q Open your CWB spreadsheet
Q If you are prompted to enable or O Look for the message under the
disable macros, select Enable top menu that says “Security
Q If you are not prompted, do the Warning: Some active content
following: has been disabled”
- From Tools menu, select QO Select the “Options™ button
Macros then Security displayed to right of the message
- Select “Medium” Q Select “Enable this content”
- Select “OK” Q Select “OK”

a Close Excel and re-open the CWB
a Click the “Enable Macros” button

23
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Import a Pay Pool Data File

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

d From the Instruction Worksheet, click on the underlined
“Import” link

d Select text file and click “Open”
A 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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d Enabling macros
- How can you tell if macros are NOT enabled?

QdImporting 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?

25
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Setting the Pay Pool Budget and Administrator Options

Activities
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O Main Salary/Bonus funding % are

of total base salary
(rated employees only)

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

- Entered as a dollar amount or percentage
of main budget

O Additional funding are funds
added to the budget

- Entered as a dollar amount or percentage
of main budget

O Adjustment funding are funds
reserved for adjustments

- Entered as a dollar amount or percentage
of Total budget

Budget and Setup

Pay Pool Population and Salary Information

Fopulation Sum of ZTalary
Entire PayPool 100 38,383,325
Rated g8 £8,243,185
Rated and Inciuded in Salany Caloulation 92 38,243,185
Rated and Included in Bonus Calculation a8 38,243,185
Pay Pool Salary Increase Bucdget
% b
Salary Increase Funding $189,593
- Orgarization Withhold/Resere [optional) o [ 000% | | &0 o5
+ Additional Salany increase Funding (optionall <« % [ 0o00% | | &0 o5
Total Salary Increase Budget 2.30% $189,593
- Adjustment Funding (optionzl] % N 2,000 %
Salary Increase Funding Available to Algorithm 2.28% $187,593
Pay Pool Bonus Budget
% b
Bonus Budget Percentage $148,377
- Drgamzation Withhold Resenve [optional) &~ % [ oadow ] | 20 o %
+ Additional Bonus Funding {optional) % [ oadowm ] | bt 1
Total Bonus Budget 1.80% $148,377
- Adiustment Funding (optionzl] % [ oo0% ] | piid] &%
Bonus Funding Available to Algorithm 1.80% $148,377

27
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Eligibility Controls

Columns F, G, H and | in Pay Pool Panel Worksheet

Microsoft Excel - DCIPS CWEB PR v.100.
El File Edit  Miew

Insert  Formak Tools Data  Window  Livelink Help  Adobe FOF Twpe a queskion

H3Import -3 Export | 902 Hide J0F Unhide [=2|unhide &l | 2% Hide %I Unhide BE Unhide all | (2] Change View | @& Clear &ll Fikers | & ] Sort | 55 validate ‘% Clear Circles | £ Delete Row | o Highlight @ Caphture Chart
F15 - A Mo
A E c [ D ] E [ F [ [E] [ H T 1 ] J [ K [ L [ M
| 1 |Go To:
2
En Eudget .
3| Ratings Budget Inclusions
| & | Salary Increase R TN T
(6 o Salary Increase & Bonus Eligibility
I
N Employees: 100
a9 | Visible Employees: 100 1 l l 1
10
Last Name First Name Employee | Evaluation | Pay Pool ID Include in Include in Salary Bonus Org D 1 OrgiD 2 Rating Cycle
1D D Salary Incr Bonus Fund Increase | Eligible? End Date
Fund Calculations? | Eligible?
11 - - - - Calculations™_ - - - -
12
13 |Gibrar Calek A18E60 18661 FFOO1 es Yes es Yes OF CiAAS Division 1 or30/2009
14 [wWright Marcus A23970 23971 FFOO01 Es YEes Es Yes OF CiAAA, Division 1 9r30/2009
15 |Burns Jacab 10695 12828 FPOO1 Yes Yes Yes Yes OFC/BBEB Division 1 SQi30s2009
16 |vork Athena 12288 12853 FFOO1 Yes Yes Yes res OFCICCC Division 2 95302009
17 |Bearly Janet 18129 12861 FFROO1 Yes Yes Yes Yes QF S Division 2 Qra0z009
18 |Jacobson ke 19191 128749 FFROO1 Mo ~| Yes Yes Yes OFCICCC Divizion 2 Qranizoo09
193 |[Anderton Michael 22908 12880 FFPOO1 Mes Yes Mes Yes QFCICCC Division 2 Q3052009
20 [Wilkerson Lisa 234349 12881 FFROO1 Yes Yes Yes Yeas QOFCICCC Division 2 Qra0/2009
21 |Legend Jonathan 128149 12882 FFOO1 Yes Yes Yes res OFCICCC Division 2 Qi30/2009
22 | Casey Jeff 13350 12883 FFOO1 es Yes es es OF CICCC Division 2 9r30/2009
23 |Fain Collin 13881 10696 FFROO1 Yes Yes Mo Mo QOF Ciass Division 1 9i30/2009
24 |Jensen Herbert 14412 12289 FFOO1 es Yes Mes Yes OF CiAse, Division 1 9/30/2009
25 |Woalf Doug 14943 181320 FFOO1 fes Yes fes es QOF Ciass Division 1 9i30/2009
D6 [Morris Todd 11226 19192 FPOO1 Yes Yes Yes Yes OF Cramm Division 1 Qr302009
27 |Cooper Julia 9102 22809 FFOO1 fes eg fes es OF Ciass, Division 1 Qi30/2009
28 |Hughes Wayne 9633 23440 FFOO1 Yes Yes Yes res OF CiAss Division 1 Qi30/2009
29 |Uster Ryan 10164 12820 FFOO1 es Yes es es OF CiAAA Division 1 9r30/2009
20 |Lazoro Martha 15474 18661 FFROO1 Yes Yes Mo (] OF Ciass, Division 1 Qranizoo09
21 |Enright Bill 16005 23971 FFOO1 es Yes Mes Yes OF CiAse, Division 1 9/30/2009
32 [Morris Edna 16536 10696 FFROO1 Yes Yes Yes Yeas OF ClAAS Drivizion 1 Qra0/2009
23 |Arie Josiah 17067 12289 FPOO1 Yes Yes Yes Yes OF CiaAs Division 1 Qi30s2009
24 | Comhbs Shawn 24501 181320 FFOO1 fes eg fes es OF Ciass, Division 1 Qi30/2009
25 |Simpsan Burton 22377 12829 FFOO1 Yes Yes Yes res OFC/BEB Division 2 Qi30/2009
26 |Farsons Ray 11757 12830 FFOO1 es Yes es es QOFC/BBE Division 2 9r30/2009
27 |Hewitt Sally 17598 12831 FFROO1 Yes Yes Yes res QOFC/BBBE Division 2 9i30/2009
28 |Kidd Jason 2BB25 12832 FFPOO1 Mes Yes Mes Yes OFC/BBBE Division 2 Q3052009
29 |White Faul 256032 12833 FFOO1 fes es fes es OFC/BBBE Division 2 9i30/2009
A0 |Peake Mark 26094 12834 FPOO1 Yes Yes Yes Yes OFC/BBB Division 2 Qi30s2009
A1 |[Farmgar Lanhial IT1AR 1 A [=T=TvTak] a a o ac AFrAAR Mivicinm 7 arzniFnng
H A » Nl\ Instructions # Budget and Setup 3 Pay Pool Panel  Notes 4 Other Increases 4 Pay Bands 4 Summary /4 Rating Statiskics R.ating | 4
Ready

28
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d Bonus Setup
- Maximum bonus
- Share increment (used in the Bonus algorithm)

Bonus Setup

Maximum Bonus 25 000
Share Increment 10.00%

YWhat iz the share increment?
The DCIPS bonus algorithm gives the employee receiving the threshald rating 1 bonus share. Then each

tenth of a rating higer receives X% more shares than the previous rating, where X = the share increment.

ad Floor Increase

- Set by DoD

- Update Floor button provides capability to update floor, pay
bands, and LMS rates

Floor Increase

2011 Salary Increase Floor (Set by DoD) = 1.50% Update Flaar
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O 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

a Options can be locked with password

Administrator Options

Allow edits to budget and payout eligiblity in the Pay Pool Panel waorksheet
(columns F, G, H, and )7

Allow edits to the Wariable Caontral Paints in the Pay Poal Panel worksheet
[column BC)?

Allaw printing of Emplayee Motices?
Allowe edits to the Rating Threshold in the Pay Poal Fanel YWarksheet (cell Yes
CTE)?

Lock Budget and Setup
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a 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

Budget and Setup (cont)

Allow changes to the Rating Infarmation

Enter Evaluation of Record first to clear gray formatting
Re-lock the rating columns when finished

Avg: Avg: Aug: Aug:
3.64 3.59 3.62 3.5
Objective |[Element | Overall |Evaluation Rating “
Rating Rating | Average |of Record | Description
Rating

30 28 28 3 Successul
30 25 28 3 Successiul
30 28 24 3 Successful
23 20 22 2 Win Successtul
20 20 20 2 Win Successtul
1.0 3.0 20 1 Unacceptable

Unlock Ratinigs ‘

Avg: Auvg: Avg: Avg:
3.61 355 3.58 35
Objective |[Element | Overall |Evaluation Rating “
Rating Rating | Average |of Record | Description
Rating
- - - - - - -
3n 28 24 3 Successul
30 28 28 3 Successful
3n 28 24 3 Successul
23 20 22 2 Min Successtul
2n 20 20 2 Min Successful
a0 20 ﬁ\%ccemable
3 )Sﬁcessful
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10 — 15 Minutes

Hands-On Exercises

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

d 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
d 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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DEFENSE CIVILIAN INTELLIGENCE H an d S - O n EX e r C I S e #4

PERSONNEL SYSTEM

Set the Administrator Options

Q Go to the Budget and Setup Worksheet

Q Set the options to match below and LOCK your budget and
Setup WorkSheet Administrator Options

Allow edits to budget and payout eligiblity in the Pay Pool Panel worksheet
icalumns F, G, H, and I)?

Allow edits to the Wariable Control Paints in the Pay Poaol Panel warksheet Yes
(calumn BCYY

Allow printing of Employee Maotices?
Allow edits to the Rating Threshold in the Pay Pool Panel Waorksheet (cell Yes
CTE)?

What happens when the first option (budget and payout

eligibility) is set to No?
a Now unlock your setup before continuing...
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PERSONNEL SYSTEM

Unlock Ratings

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

QA Enter the password: unlockratings
Qd Enter the following ratings for Colin Fain
- Evaluation of Record: 4
- Average Overall Rating: 4.0
- Element Rating: 4.0
- Objective Rating: 4.0
a 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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PERSONNEL SYSTEM

 Budget and setup

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

Q Administrator options

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

A Unlocking ratings

- What happens to the formatting in Fain’s row when you enter in
the Evaluation of Record?
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Lesson 5:
Supporting Salary Increase Decisions

Agenda

Activities
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DEFENSE CIVILIAN INTELLIGENCE
PERSONNEL SYSTEM

Salary Algorithm Inputs

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

Position in Pay Band
(Compa-Ratio)

A 4

Salary Increase $

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


31 DCIPS
o Salary Algorithm Detalls

PERSONNEL SYSTEM

Performance Rating Position in Pay Band Salary Inc. Budget $
(3.6, 3.8, 4.3, etc.) (Compa-Ratio) (% of total base pay)
! Column AR ! Budget and Setup
ColumnBA 4 Column BE v BG2and BN2
[ Initial Inc. Rate } = [ Compa-Ratio } [ Total Shares }
Column BF o

Column BD

i < X - -
" Band { Multiplier Rate]
. Midpoint ™

_____________ _ 1000 BG3 and BN3 v
{ # of Shares } --------------- {Share Value ($)]
Column BN |
Column BO ¢

Salary Increase $
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PERSONNEL SYSTEM

Maximum rating to get
a salary increase is...

5.0

Minimum rating to get
a salary increase is...

2.6

Algorithm uses an initial

range of salary increases of...

0 to 6%

Each salary increase
Increment rate is...

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

200 2 2N N 2N N N N N N

\Z

6.00%
5.76%
5.92%
5.28%
5.04%
4.80%
4.56%
4.32%
4.08%
3.84%
3.60%

Initial Inc. Rating

3.7
3.6
3.5
3.4
3.3
3.2
3.1
3.0
2.9
2.8
2.7
26 __
2.5

N2 200 2N U U N B 2 200 2 A 7

Overall Average Rating
Determines Initial Inc. Rate

Initial Inc.

2.88%
2.64%
2.40%
2.16%
1.92%
1.68%
1.44%
1.20%
0.96%
0.72%
0.48%

0.00%

>
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B . .

What is Compa-Ratio?
- The ratio of base salary to the midpoint of the pay band

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
Employee 4| $50,000 B $50,000 1.00
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DEFENSE CIVILIAN INTELLIGENCE z :

PERSONNEL SYSTEM

Initial Increase Rate &

ompa-Ratio Determine Multiplier

Initial Increase Rate + Compa-Ratio = Multiplier

ﬁy Compa

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 9.52%

O Compa-ratios less than 1.0 increase the initial increase

0 Compa-ratios greater than 1.0 decrease the initial increase
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P Multiplier to Shares

PERSONNEL SYSTEM

O Assume your salary increase budgetis 2.4% <«

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%

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

d To remain in budget, the algorithm converts the multiplier to
shares and then calculates the share value
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s QUGG Determine Number of Shares

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

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

Multiplier Band Midpoint Shares

Employee 1 3.54% $100,000 3.54
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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5‘2915_ Salary Increase Budget & Total
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e e Shares Determine Share Value

O Assume salary increase budget of 2.4%

Base Salary Shares
Employee 1 $95,000 3.54
Employee 2| $105,000 3.20
Employee 3 $40,000 3.00
Employee 4 $50,000 2.76
Total | $290,000 12.5

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

A Share Value = Budget / Total Shares
= $6,960/12.5 = $556
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DEFENSE CIVILIAN INTELLIGENCE
PERSONNEL SYSTEM

Calculate Interim
Salary Increase

Salary Increase = Number of Shares * Share Value

Rating Base Shares | Share | Salary Salary

Salary Value | Increase | Increase %
Employee 1 3.9 $95,000 | 3.54 | $556 | $1,968 2.07%
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%

O Employee 1 receives a larger salary increase than employee 2
because of position in band — even though their ratings are the same.

O Employee 3 receives a larger salary increase than employee 4
because of position in band — even though 3’s rating is lower
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Check for Band Max & Initial
Salary Increase

Check Interim Salary Increase against Pay Band Max

Base Salary Floor | Perf Salary Interim Pay Band | Hit Pay | Base Pay
Salary Increase Increase New Base Max Band Incr Above
(2.0%) Pay Max? 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

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

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

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

Q Initial salary increase is displayed in column BO



31 DCIPS
o Salary Algorithm Detalls

PERSONNEL SYSTEM

Performance Rating Position in Pay Band Salary Inc. Budget $
(3.6, 3.8, 4.3, etc.) (Compa-Ratio) (% of total base pay)
! Column AR ! Budget and Setup
ColumnBA 4 Column BE v BG2and BN2
[ Initial Inc. Rate } = [ Compa-Ratio } [ Total Shares }
Column BF o

Column BD

i < X - -
" Band { Multiplier Rate]
. Midpoint ™

_____________ _ 1000 BG3 and BN3 v
{ # of Shares } --------------- {Share Value ($)]
Column BN |
Column BO ¢

Salary Increase $
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T eee— . .
LG Overrides & A dj ustments
Pay pool manager may adjust initial increases
O Overrides
_ Sets employee’s f|na| ShareS and |n|t|a| Adj Funding Tutalﬁdjustments‘] Femaining Adjustment Funding
. $2,000 50 I $2,000
INcrease tO Zero Override Perf.Salary |  Perf. Salary Adjustment
. . . Initial Increase Justification
- Overridden salary increase is ncrease | Adjustment
redistributed by the algorithm - - -
o
O Adjustments e
- May be positive or negative o
- Drawn from adjustment funding until No
adjustment funding expended...then -
draws from algorithm No
. . . . Mo
- Requires justification e

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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NESHBSGRITE XaB - Fla o0 s e B x8 x| B LUl ZE NI R AP0
P EyImpert S Export | 000 Hide 305 Unhide [=|Unhide Al | 2% Hide =1 unbide B Urhide Al | [ Changs View | 6 Clear &l Filksrs | % | Sort | 55 validate | 55 Clear Circles | %3 Delete Row | o2 Highlight | [l Capture Chart Images !
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A | B A A | A Ay | s~ | BA | BB | BE | BF | BG | BH B Bl | BK | BL =&
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! Sala Total Shares 22592
[ || Dudoet Incre-.::e terim S §788.37
4 | Ratings
| 5 | Salary Increase
L 5 Bonus
| 7
| 8 | Employees: 100
| 9 | visible Employees: 100 Floor = 1.50%
10
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12
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21 |Farmer Jewvel a7 433 77 0% $1.312 38,745 4.32% §74 487 147 368% 274 $2,161 $90 906 $99.914 Mo F0
22 |Lee Mancy 73,090 47 1% $1,097 $74157 4.32% $74 487 085 4.40% 3.28 $2,585 F7E, 772 $99.914 Mo 50
3 |Mash Jessica §7E 212 94% 1,144 $77 356 4.32% $94 174 081 5.34% 5.03 3 963 $81,319 $115,071 Mo 0
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28 |Simpson Burton a5 431 10.2% 832 $56,263 3.84% 74487 074 5.16% 3.4 3,030 $99,293 $99,914 Mo 50
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i« » wy Instructions 4 Budget and Setup ) Pay Pool Panel  Notes { Other Increases { Pay Bands £ Summary / Rating Statisti | < »
[ P LY MUY
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PERSONNEL SYSTEM

EEI" reer

_1 File Edit ‘iew Insert Format Tools Data  Window Help  Adobe PDF
RN BEWE = NN W NN - R A R AR NN RS AN W NN L 58

& Share As Application. .. | @?WebEx Settings !

o mgon e Bone et 8t 21N ). . o o | oo co s |

= 8§ % g s

SalAdjust ) f| SUM(;aIInc:AdJ) = — Select Pay Pool View — | = | — 3
1 |GoTe: This Farm allows you to select how data is displayed in the pay pool panel
el Salary warksheet. Only one view from the Employee Data Views and one view from the
3 Budget Increase Salary Increase and Bonus Yiews may be selected at a time.
4 | Ratings :
o — — Employee Data Views
& « All Data
—— Bonus
Lt " Condensed Employee Data View
| 8 | Employees: 100 This view hides some of the lesser used columns in the employee data T T
| 9 | Visible Employees: 100 section of the pay pool panel workshest Emaining Adjustment Funding |
10 §2,000
Last Name First Name Base Salg _ Salary Increase and Bonus Views Perf. Salary Adjustment Total Total
{end of] Justification Salary Increase | Salary Increase
Evaluatig | ¢ All Data () (%)
1 i el Inciudes Floor Includes Floor
1; [+ = )  iCondensed Salary Increase View; ] ! I =
13 | Gibrar Calek $50 504 This view hides the interrmediate calculation colurmns in the salary increase §2,757 4 60%
14 |[Peake Mark section of the pay pool panel worksheet 0 0.00%
15 [Sherwin Jon 365909 [ ~ condensed Bonus View 4,652 7.06%
16 |Giovanni Matie . §105.43 This view hides all of the salary increase section except for the total salary S a1k
17 |Adams Jererniah F1046,42 increase § and % £5,243 4.97%
18 [Yung Leah £5,280 5.13%
19 |Green Alphonso 57167 B.46%
0 [Cooper Julia $66,211 Create Selected Views 53,877 504%
21 |Farmer Jewrel Fa7 43 3,473 3.97%
23 |Lee Mancy §73,0a0 §1.097 §2,585 3.54% Mo £3,682 5.04%
23 |Mash Jessica FTEM2 §1.144 §3,963 6.20% Mo 5107 6.7 0%
24 |Dover Malachi 105,420 §1,582 §2,865 2.72% Mo £4.447 4.22%
25 |Duwall Erin F105,420 $1,582 §2,865 2.72% Mo F4.447 4.22% B
W 4« » My Instructions 4 Budget and Setup % Pay Pool Panel ¢ Notes £ Other Increases 4 Pay Bands 4 Summary £ Rating Statisti [ < >
Ready HUM
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Using the CWB

Supporting Salary Increase Decisions
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{E&‘?’_ Supporting Salary Increase Decisions
DEFENSE CIVILIAN INTELLIGENCE Hands-on ExerC|Se #6

PERSONNEL SYSTEM

Using sorts, filters, and wildcards

(these exercises are completed in pay pool panel worksheet)

dSort by Initial Performance Salary Increase % (column BP)
A Sort by Overall Average Rating (column AR)

QA 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

A 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:
m How else could you use this feature?
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DEFENSE CIVILIAN INTELLIGENCE H an d S - O n EX e r C i S e #7

PERSONNEL SYSTEM

Using Views

A Select the “Change View” button from the custom toolbar

d Select the following options
- Condensed Employee Data View
- Condensed Salary Increase View

A Notice that many of the salary
increase columns are hidden

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

Select Pay Pool View
This Form allows you to select how data is displayed in the pay pool panel
worksheet. Only one wview from the Employee Data Yiews and one view from the
Salary Increase and Bonus Views may be selected at a time.

— Employee Data Views

 All Data

% Condensed Employee Data View

This wiew hides sorme of the lesser used columns in the employee data
section of the pay pool panel worksheet

— Salary Increase and Bonus Views
" All Data

:Condensed Salary Increase View:

This view hides the intermediate calculation columns in the salary increase
section of the pay pool panel worksheet
" Condensed Bonus View

This wiew hides all of the salary increase section except for the total salary
increase § and %

Create Selected Views
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DEFENSE CIVILIAN INTELLIGENCE Hands-on ExerC|Se #8

PERSONNEL SYSTEM

Using Overrides and Adjustments

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

dEnter $4,000 in the adjustment column (BR) for Jon Sherwin

- Questions:
m \What happens to Jon’s salary increase?
m What is the impact to everyone else’s salary increase?
m Are there any employees that can not receive an adjustment?

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

- Question:
® What happens when you overspend the adjustment funding?
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s‘ DCIPS Supporting Salary Increase Decisions
DEFENSE CIVILIAN INTELLIGENCE Hands-on ExerCise #9

PERSONNEL SYSTEM

Using Overrides and Adjustments (continued)

A Change override from No to Yes for Jon Sherwin

- Questions:
m What happens to the initial values calculated by the CWB?
m What is the impact to everyone else’s salary increase?
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DEFENSE CIVILIAN INTELLIGENCE H an d S - O n EX e r C i S e # 1 O

PERSONNEL SYSTEM

Salary Increase Statistics and Charts

a View the Salary Increase Statistics worksheet

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

Q Select the Capture Charts button in the custom toolbar
- Generate all the charts in the Salary Increase Charts worksheet in Excel format

Capture Charts

Highlight the charts to be pasted as images and zelect the application option.

wWorksheet Mame Chart Title

Al Wiorksheets )
R.ating Charts
Salary Increase Charks

X

Select All

Deselect Al |

eec
" Paste into Powerpoink Export Charts | Eam]

Application Cptions —————
_; ¥ Paste inta Excal
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s UG Exercise Review

A Sorts, filters, and wildcards

- What else could you use wildcard columns for?

- Does the sort feature in the filter work?
Q Using views

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

- How can you create your own view of the data?
Q 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?
O Salary increase statistics and charts

- How can you generate statistics for your own custom groups of
employees?
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Activities
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[— Bonus Algorithm Basics

A 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)

Qd 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

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

Pay Band Midpoint

Bonus Budget $
(% of total base pay)

Bonus $
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PERSONNEL SYSTEM

pmmmm e O N { Rating Threshold }Ce”CTB
Bonus Algorithm ;|

Pal‘ameteI‘S j :.--{ Share Increment ‘]BudgetandSetup

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

Bonus Budget $

Pay Band Midpoint (% of total base pay)

Column AR | ! . Budget and Setup

Hidden Column *

[ Share/Midpoint }
Product

Column CT ¢ Column BB Q Hidden Column &

[ # of Shares } X [Pay Band Midpoint} X [ Share Value (%) }




3‘ DCIPS Rating Threshold &
DEFENSE CIVILIAN INTELLIGENCE Sh are Increm ent

PERSONNEL SYSTEM

d 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

d Share Increment
- Entered on the Budget and Setup worksheet

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

m 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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DEFENSE CIVILIAN INTELLIGENCE S h a_r e I n C re m e n t EX am p I e

d A pay pool sets their share
increment to 10%

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

a A pay pool sets the rating
threshold to 4.0

J Question

- What would happen to the range
of shares if the threshold was
set to 4.67

Rating

5.0
4.9
4.8
4.7
4.6
4.5
4.4
4.3
4.2
4.1
4.0

N2 20 20 2 N 2N N N 2 2 2

Shares

2.61
2.36

2.15§ 100
1.95

1.77
1.61
1.46
1.33
1.21

1.10 §
+10%
1.00

67



3‘ DCIPS . .
_— Share Midpoint Product

DEFENSE CIVILIAN INTELLIGENCE .
PERSONNEL SYSTEM Bonus Budget & Total Shares Determine Share Value

Assume Bonus Budget of 1.8% and Rating Threshold of 4.0

& D47 <

Base Bonus Band Share-Midpoint

Salary Rating | Shares | Midpoint Product
Emp 1 $95,000 3.9 0 $100,000 0
Emp2 | $105,000 4.0 1.00 $100,000 100,000
Emp 3 $40,000 4.5 1.61 $50,000 80,500
Emp 4 $50,000 4.8 2.14 $50,000 107,000

Total |(($290,000)

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

O Share Value = Bonus Budget / ) “Share-Midpoint Product”
= $5,220 /287,500 = 0.018156 = 1.8156%
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DEFENSE CIVILIAN INTELLIGENCE Cal C u | at e B O n u S

PERSONNEL SYSTEM

Number of Shares * Share Value * Midpoint = Bonus

Base Bonus Band Bonus
Salary | Rating | Shares | Share Value | Midpoint | Amount
Emp1 | $95,000 3.9 0 1.8156% | $100,000 $0

Emp2 | $105,000 | 4.0 1.00 1.8156% | $100,000 [ $1,816
Emp 3 | $40,000 4.5 1.61 1.8156% $50,000 | $1,462
Emp 4 | $50,000 4.8 2.14 1.8156% $50,000 | $1,943

Total | $290,000 $5,220

O Question

- What would happen to the share value if the pay pool
lowers the rating threshold to 3.87

69



DCIPS
F——— Bonus Algorithm Detalils

PERSONNEL SYSTEM

pmmmm e O N { Rating Threshold }Ce”CTB
Bonus Algorithm ;|

Pal‘ameteI‘S j :.--{ Share Increment ‘]BudgetandSetup

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

Bonus Budget $

Pay Band Midpoint (% of total base pay)

Column AR | ! . Budget and Setup

Hidden Column *

[ Share/Midpoint }
Product

Column CT ¢ Column BB Q Hidden Column &

[ # of Shares } X [Pay Band Midpoint} X [ Share Value (%) }
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E3 Microsoft Excel - DCIPS CWB Mock2010.4.1_DRAFT_PROTOTYPE_populated.xls

Using the CWB

Supporting Bonus Decisions

Type a question for help (=

@_1 File Edit Wiew Insert Format Data  Window Help  Adobe FDF -8 X
N EHRASIGRITEI BB s 8 s sl s e B % 0. AR
§ g Import [-igExport | 002 Hide 20funhide [E]unhide Al | &% Hide =7 unhide B Unhide All | [ Change View | & Clear Al Fiters | % | Sort | 55 validate | 24 Clear Circles | % Delete Row | 2o Highlight | (Wl Capture Chart Images !
bonus - B Bonus
A | B ca | crR [ cs oy | CyY C¥, [ oy ] CZ DA, DB #
1 |Go Te: Impact of De Bonus Budget
2 Employees Receiving Bonus 41 Total Bonus Funding  $148,377 1.80% % of Budget
T Mgﬂ Min Bonus 1,505 3.10% of band midpaint Allocated Via Algorithm 51453577 1.80% 100.0%
I Mﬁ Max Bonus 55,72 5.91% of band midpoint Allocsted Yia Adjustment 1] 0.00% 0.0%
| 5 | Salary Increase Total Funds Allocated  $148,377 1.80% 100.0%
i Bonus Rating Threshold 3.8 Funds Remaining §0 0.00% 0.0%
7 L
5] Employees: 100
T Visible Employees: 100 Share Incr. Adj Funding | Total Adiustmerts | Remaining Adjustment Funding
10| Rafin Soit |y e, $0 50 50
Last Hame First Hame Awards |Total § of | Owerall Bonus Initial Override Bonus Bonus Total Bonus |Total Bonus (% | Total Bonus
Received | Awards | Average Shares Bonus ($) Initial Adjustment $ Adjustment Justification $ of hidpaoint]) (% of Basze
This Rating |Received | Rating Bonus Salary)
11 [-] - [-| Period -] - - [~] (-] - (-] (-] [~] -
12
13 |Gikrar Calek 5.0 316 §4,323 Mo §4,323 2.91% 7.22% wCh
14 |Peake Mark 45 2.61 $5,453 (K} 5,483 7 .36% 5.31%
15 |Sherwin Jon 45 2.61 §5,453 Mo §5,483 7 .36% 5.32%
16 |Giovanni harie 43 281 §6,933 Mo $6,933 7 36% B.58%
17 |Adams Jeremish 45 2.61 $6,933 (K} $6,933 7 .36% £.558%
18 [*ung Lesh 43 281 6,933 Mo $6,933 7 36% B.72%
19 [Green Alphonzo 43 261 §a@,721 Mo $a,721 7 36% 7 B5%
20 [Cooper Juliz 43 1.61 §3,362 Mo §3,352 4.54% 2.19%
21 |Farmer Jeweel 43 1.61 §3,352 (i} §3,382 4.54% 3.87%
22 |Lee Mancy 4.3 1.61 §3,382 Mo §3,382 4.54% 4.63%
23 [Mash Jesszica 4.3 1.61 4,276 Mo §4,276 4.54% 5.61%
24 (Dover Malzchi 43 1.61 4,276 Mo $4.276 4.54% 4.06%
25 |Durvall Etin 43 181 $4,276 Mo §4,276 4.54% 4.06%
2F (Hollis Aaron 4.3 1.61 ¥5,350 (i} §5,380 4.54% 4.34%
27 |Legend Jonathan 4.1 1.33 1,819 (i} $1.519 3.75% 3.54%
28 |Simpson Burton 41 133 §2,794 Mo §2,794 375% 2.04%
29 [vogel Hans 41 133 2,794 Mo §2,794 375% 3.20%
30 |DiFranco hdartin 4.1 1.33 $3,533 Mo $3,533 3T9% 4.02%
31 [McFadden Jackson 41 1.33 $3,533 (i} 3,533 3.75% 4.90%
32 (Mchdillan Crrlancho 1 500 41 1.33 3,533 (i} $3,533 3.75% 3.49%
2 |Cnates TIivEn 41 133 F4 444 iy 4 444 A TR A R1% bt
4 4 » ] Pay Pool Panel / Motes £ Other Increases £ Pay Bands / Summary  Rating Statistics £ Rating Charts 4 Salary Increas | < | [
Rearhe Rl IN
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Using the CWB

Supporting Bonus Decisions

|§] File Edit ‘Miew Insert  Format Data  Window Help  Adobe PDF Type & question for help -8 X
AT TNV AT Y S AT R R e P Y g 2Bz U o Sid 8 3 MR-
§ EImport [«igExport | 902 Hide 208 Unhide [={Unhide all | &% Hide =3 unhide HiE Unhide Al || 14 Change 'u'lewl| & Clear Al Filters | 5 | sort | =5 validate | =5 Clear Circles | A Delete Row | 2 Highlight | @Cepture Chart Images !

bonus A A& Bonus
A | B (B BE Views | CY | CZ DA DE ~
1 |GoTo: Bonus Budget
2 Budhet Emploryd v nus Funding  $148,377 1.80% % of Budget
3 | Duduet Select Pay Pool View ‘ia Algorithm §148 377 1 80% 100.0%

el Batinge This Form allows you to select how data is displayed in the pay pool panel 'a Adjustment s 0.00% 0.0
5 | Salary Increase ¥ : Rayen RRYREDLE ds Allocated  $148,377 1.80% 100.0%

5o worksheet, Only one view from the Employee Data Views and one view from the 5
B ; : hiols Remaining ki) 0.00% 0.0%

EE Bonus Salary Increase and Bonus Yiews may be selected at a time. ~

izl Employees: 100 — Employee Data Views |

8 | visible Employees: 100 ment Funcing |
10 = All Data

Last Hame First Hame Awards | Tot E Total Bonus |Total Bonus (% | Total Bonus
Received | AWl | ¢ Condensed Employee Data View Listification $ of Midpoint) (% of Base
il This Rating | Re This view hides some of the lesser used columns in the employee data HET)
] ploy

:II; [~] it | v| Period~ section of the pay poal panel worksheet [~] [~] 5.4
13 |Gikrar Calek = F4,323 S.91% T22% ik
14 |Peake Wark — Salary Increase and Bonus Views 55,453 7% %

15 |Sherwin Jon $5,453 7 36% §.32%

~ i

16 |Giovarini Maris s 56,933 7 36% £ .58%

17 |Adams Jeremiah 3 §6 933 7 36% 5.558%
~ .

T8 s Toir Cl:.md_ense.d Salaw Illcrea§e View _ . _ %955 ey T
19 |Green Alphonzo Thls_wew hides the intermediate calculation columns in the salary increase $8,721 736% 785%

30 [Cooper Tlia section of the pay pool panel worksheet 3302 454 S 15
21 |Farmer Jevwvel & Condensed Bonus View: 33552 4 54% 387%

27 |Lee Mancy SRR : : . . §3,362 4 54% 4 63%

55 Hash Tt Thls view hides 0aII of the salary increase section except for the total salary 54,276 e e

: increase § and %

24 |Dover Malachi 4276 4 54% 4 0E%

25 |Duval Erin 4,276 4.54% 4 06%

25 |[Hollis Aaron Create Selected Views $5,380 4.54% 4 34%

27 |Legend Jonathan 1,819 3.75% 354%

28 [Simpson Burton §2,794 3T5% 5.04%

29 [Vogel Hans 4.1 133 2,794 Mo 2,794 375% 3.20%

30 |DiFranco Martin 4.1 1.33 F3.533 Mo F3.533 3.75% 4 02%

31 |McFadden Jackson 41 133 $3.533 Mo $3.533 TSN 4.90%

32 [McMillan Orlando 1 500 4.1 1.33 $3 o33 Mo $3,533 3.75% 3.49%

37 |Cnates fid 444 3 75%, 3 R, 5

4 4 » H[3Pay Pool Panel Notes ,( Other Increases K Pay Bands ,{ Summar\,r ){ Rating Statlstlcs ,{ Ratlng Charts ,{ Salary Increa5|]< | ¥

Bear RN IR



Deips Using the CWB
DEFENSE CIVILIAN INTELLIGENCE Su p pO rtl n g B onus DeC ISIONS

PERSONNEL SYSTEM

B3 Microsoft Excel - DCIPS CWB Mock2010.4.1_DRAFT_PROTOTYPE_populated.xls

(] Els  Edt  View Insert Format  Tools Data  Window Help  Adobe PDF Type aquestion for help |-/ & X
S EHRO PRI TS RBR-F9 o0 2lilise @i w0 2| B D === % ~o-A-J
ilﬂ_;]lmport \ig Export | 4| sort | 55 validate | < Highlight | @Cepture Chart Images !
Al - &
A E | C | D | E | F | G | H | | J | K | L[ m  ~
1 ) o Bonus Statistics
L Vildcard Statistics by: Includes Employees Receiving a Bonus
£ I
] Number of
Refrech Wildcard Average Employees Employees Pct of
Overall Average Average Average Bonus Employees Rated and Receiving Employees
4 Rating Base Salary Compa Ratio Average Bonus ($) (% of Midpoint) Rated Bonus Eligible Bonus with Bonus
5
B Entire Pay Pool b 4.18 585,081 1.01 F3,619 4.37T% 98 98 41 41.8%
| 7 | Pay Band
| 8 |
1 9 | 1 1 1 a 0.0%
10| 2 4148 $45,160 1.14 F2.161 4.45% 4 4 ] 55.6%
| 11| 3 4.18 72967 n.49g 3,156 4.34% 35 35 13 3T1%
12 4 4.15 594,199 1.00 F3912 4.15% 43 43 19 44.2%
| 13 | ] 4.28 5118546 1.00 5,555 4.69% 10 10 4 40.0%
| 14|
| 15| Organization ID 1
16
| 17 | OF CIAAA 410 F7a374 0.as F2.102 4M% 22 22 ] 40.9%
18 | OFC/BBEB 4.20 35,628 1.04 F3.632 4.34% 24 24 " 45.8%
| 19 | OFCiCCC 4.20 87 670 1.02 $3,833 4.34% 52 52 21 40.4%
20|
21| Organization ID 2
|22
| 23 | Diwizion 1 4.09 §80,752 0.a9 $3,093 3.83% 24 24 11 45.8%
| 24 | Division 2 4.20 585,302 1.02 §3.739 4.38% 549 it} 24 42.4%
| 25| Divigion 3 4.22 932,505 0.9y F417a 4.43% 14 14 ] 33.3%
| 26 |
27 Reviewing Official
| 25 |
29| Gayl Jones 4.18 585,081 1.01 F3619 4.37% 98 98 41 41.8%
| 30|
| 31 | Rating Official
32 b
M 4 » M[{ Saary Increase Statistics 4 Salary Increase Charts 4 Total Salary Increase Charts 5 Bonus Statistics f Bonus Charts /| € >
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E3 Microsoft Excel - DCIPS CWB Mock2010.4.1_DRAET_PROTOTYPE_populated.xls
@ File Edit ‘Miew Insert Format Tools Data  Window Help  Adobe PDF

NESHRASISRITHI BB Fla oo ez sl mase [Biv 210 2| B L UJS==-H]3 %
: EImport igExport | % sort | 5 validate | oo Highlight | [l Capture Chart Images !
Al - 3
aAlelc] o [ e [ F [ 6 [ H# [ 1+ [ o [ k [ v [ wm [ N [ o P [ o[ rR T s T T1TTTF
1 Bonus Charts
| 2 | PP001
| Only employees who receive a bonus are included. |
Distribution of Bonus as Percent of Base Pa'v Distribution of Bonus as Percent of Midpomt

4
E T0%
6 | 40% -

7
— 35% + G0%
| S |
19—0 30% 4 50% 4 3
11| 25% 1 2
R g = 40% -
13| = 20% %
| 14 8 g 30% -
LU% -3
15 | = 15% 4

16 20%
i 10% +
|18 5% - 10% 4
[19]
20 0% 0% . T T . . . . T S

21 &z, - -z 7, -, & & ES & =, & - = 7, , &, &, S & =,
B2 & & 4 4 & 4 4 4 4 & b & E % 4 ) 4 % % L ’%K’
2 e A v %% e e e e ta ta e g ey
% Percentage of Base Pay Percentage of Midpoint
| %6
o7
| 26 | Bonus as Percent of Base Pay by Rating Bonus Dollars by Rating
|29 | Chart area

30
31| a.0% §10,000
37| —| -
4 4 » M|/ Salary Increase Charts { Total Salary Increase Charts  / Bonus Statistics %, Bonus Charts / | < ¥
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PERSONNEL SYSTEM

Setting a Rating Threshold

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

d Set the rating threshold at 3.6

- Question:
m How many employees will receive a bonus?

a Change the rating threshold to 4.2

- Question:
m How many employees will receive a bonus now?

Q Find the rating threshold that limits bonus eligibility to about the top 35%
of employees

- Question:
m What did you find out when trying this?
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Supporting Bonus Decisions

s Hands-On Exercise #12

Using Views

A Select the “Change View” button from the custom toolbar

Q Select the following options

- Condensed Employee Data View

- Condensed Bonus View

A Notice how the columns are

hidden (are any bonus columns
actually hidden?)

dHow would you reset the view to
show all the columns?

— Employee Data Views

views x|

Select Pay Pool View

This Faorm allows you to select how data is displayed in the pay pool panel
warksheet. Only one view from the Employee Data Views and one view fram the
Salary Increase and Bonus Views may be selected at a time.

" All Data

& Condensed Employee Data View

This view hides sorme of the lesser used columns in the employee data
section of the pay pool panel worksheet

— Salary Increase and Bonus Views

 All Data

" Condensed Salary Increase View

This views hides the intermediate calculation colurmns in the salary increase
section of the pay pool panel worksheet

& Condensed Bonus View!

This views hides all of the salary increase section except for the total salary
increase § and %

Create Selected Views
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DEFENSE CIVILIAN INTELLIGENCE Hands-on ExerC|Se #13

PERSONNEL SYSTEM

Using Overrides and Adjustments
d Change the rating threshold to 3.8

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

- Questions:
m \WWhat happens to Darlene’s bonus amount?
m What is the impact to the other employees’ bonus amounts?
m \What happens to the adjustment balance?

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

- Questions:
m \WWhat happens to Calek’s bonus amount?
m \What happens to the adjustment balance?
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PERSONNEL SYSTEM

d Setting a rating threshold

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

QA Using views

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

A Overrides and adjustments
- How do adjustments impact other employees?
- Are there any employees that can not receive a bonus adjustment?
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O Step 6 — Certify the Pay
Pool Results -- certify after
the pay pool results are final

Q 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

O Step 8 — Generate
Employee Notices —
generate only after PRA
approval

sing the CWB

Completing the Process

Microsoft Excel - DCIPS CWB PR ¥.100.xls

@J Fle Edit ‘Wiew Insett Format Tools Data  Window  Livelink Help  Adobe PDF

ﬂj Import ';,;]Exnort !L’lSort ‘%Valldate == Highlight @Capture Chart Images H

T17 hd fe
alel ¢ [ o T e Telel v [ v [ 7 T w7 L [0 ]
T
2 DCIPS DCIPS Compensation Workbench (CWB)
3 2008 100
— Far Official Use Oty
RPN UL NELLEENE information pratected by the Privacy Act of 1974
FRSUNAE S5
| 4|
This application will help DCIPS arganizations conduct the DCIPS pay pool process. It is designed to look and
4 function much the same as the spreadsheed used during the Pay Pools in Action training course
| B |
. How to use this spreadsheet:

Step 1: Import your pay pool's data into the spreadsheet. Remember that your data file must be in the same
folder as the spreadsheet. The spreadsheet will then import your data and display a confirmation
message when complete.

8

Step 2: Administrator Only: Enter the pay pool's budget parameters, bonus increment, and administrator
options on the Pay Pool Budget and Setup workshest. To lock the worksheet, select the lock setup
button and enter a password that you will remember. To unlock the worksheet, select the unlock setup
button and enter your password

Step 3: Reconcile base pay increase amounts in the Pay Pool Panel worksheet. Enter justification for any
adjustments if reguired.

10
Step 4: Determine a rating threshold for bonuses. This threshold rating receives 1 bonus share. Decimal rating
. increments between the threshold and a rating of 5 will receive increasing bonus amounts.
Step 5: Review data and charts on the statistics worksheets to ensure the pay pool results are fair and
consistent
12
Step 6: [ Certify the pay pool results. Mot Certified
13
Step 7: Export Employee Data
14

Step 8: Generate Employee Notices once the results have been approved by the PRA. Employee notices will
be generated in the order in which they appear in the Fay Pool Panel worksheet. If filters have been set,
notices will only be generated for visible Employees

15
16 Notes and Special Features:

A number of features are accessed through buttons on the custom tool bar. These include lmport, Export, and

features such as Hide and Sort. The Yalidate feature is critical to the correct use of the spreadsheet.  “When the

Walidate button is clicked on any of the worksheets where it appears, spreadsheet errors will be circled in red on

the Pay Pool Panel worksheet for easy identification and attention

Right-clicking the left and right arrows in the bottor left of the the Excel application window will allow fast switching

17 to any sheet in the CYWB.
[eT]
19

Budget and Setup

Other Increases Statistics
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Generating Employee Notices

Q Each notice is different Excel
worksheet (not workbook)

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

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

a Can set sort order (2 levels)

O Can set folder location to
store notices

Using the CWB

Completing the Process

Generate Employee Moktices

Reports will be generated on all recards in the Data tab, Unless wou
chaose ko generate only visible recards using the checkbox belaw,

Where To Store File(s):

Erowse to

HODCIPS CWE & ATICWE
Change Folder I ! !

Group Records: " Generate Only ¥isible Records

& separate file will be generated For each unigue walue in the

o [@ -]

selected colummn

| Rating Official

Order of Records: Eob Jones

Joe Smith

— Sort b
ort Y Peter Jackson

Sarah Ewans
Trisha Coleman

4 - Lask Mame

— Then by

ﬂ * fscending

&5 - Evaluation of Recaord

" Descending

aenerake Cancel |
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15 Minutes

Hands-On Exercises

Activities
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{EEES’_ Completing the Process
DEFENSE LAY NTLLIGEAC Hands-On Exercise #14

Certifying your pay pool data

A Check the Certify checkbox in step 6

A Uncheck the Certify checkbox

- Question:
m \What happens when you uncheck the box?

d The pay pool manager and pay pool PRA names you type
iInto the boxes will print on the employee notice form
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Exporting your pay pool data for upload into DCPDS

A Ensure your CWB is certified

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

d Notice the file name that is automatically generated

Qd Save your export file
- Question: Why is the date important on the export file?
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Generating Employee Notices

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

d Ensure your CWB is certified

A 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
A Find Shawn Comb’s employee notice form
- Question: Can you edit the form?
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d Exporting CWB data

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

0 Generating employee notices

- Is it possible to create and edit the remarks on the form? What
are the two ways to do so?
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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 Questions

Certifying Results / Employee Notices / Exporting Data
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P Thank You

Remember
to Practice

and Read the
User Guide!

Best of Luck
with Your
Pay Pools!

Please complete a course evaluation before you leave
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