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What’s New in 2015 - CWB 

 

 The CWB and DPAT will accept the import of employees in 

Intelligence Police pay plans PI and PP, and will properly calculate 

bonuses for these employees based upon their specific work level 

and work category 
 

 The “Check if NGA Pay Pool” box is now located in Step 1 on the 

Instructions worksheet; it was previously on the Budget and Setup 

worksheet 
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What’s New in 2015 - DPAT 

 Rating, Salary Increase, and Bonus statistics on the Rating 

Statistics, Salary Increase Statistics by Group, and Bonus 

Statistics by Group worksheets are broken out by pay plan/grade 

combination in cases where there are more than one pay plan in 

the data, and include breakouts for employees in pay plans PI and 

PP 
 

 The Salary Increase Statistics by Group, Bonus Statistics by 

Group, and New Draw Analysis worksheets now include the 

Display Options button to customize displays on these worksheets 



Pay Pool Timeline 

 

4 
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DCIPS Pay Pool Automation 
The Big Picture 

DCPDS 
PAA /  

MyBiz, MyWorkplace 
Pay Pool 

Identifiers PPID 

DPAT 

Single/Multiple  

Pay Pools 

Compensation 

Workbench (CWB) 

Single Pay Pool 

Personnel info  

(e.g., name,  

position, salary) 

Ratings 

Personnel info,  

Ratings,  

Payouts 

Personnel info  

(e.g., name,  

position, salary) 

Ratings 

Personnel info,  

Ratings, 

Payouts 

Data Extract 

Creation Tool 
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Step 3 

Pay pool determines 

bonuses using the CWB 

CWB 

Step 2 

Pay pool data imported  

into the CWB spreadsheet 

(enter JDA info separately) 

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 HRMS and used to generate 

personnel transactions 

DCIPS Pay Pool Automation 
Data Flow 

Data Extract 

Creation Tool 
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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… 

 

The Data Extract Creation Tool allows 

users to build their own extract-like file 

to import into the CWB, if necessary. 
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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 

 

• For Command administrators, select the “DCIPS Command Extract Administrator” 

responsibility; navigate to “View/Print Performance Management Reports”, and then 

enter “DCIPS Command CWB Extract” in the Report Name for selection of multiple pay 

pools by “Agency Group”. 
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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 

 

Pay Pool Transitioned:  Does not apply to DCIPS 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 Phase changes from “Pending” 

or “Running” to “Completed” and 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 to your computer, wherever you keep your CWB 

 

Change the name of the file to something more descriptive 
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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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Enabling Macros in the CWB 

Look for Security Warning below the Ribbon 

or for Add-Ins tab in the Menu Bar 



Excel Application 

Over 80 Macros 

Custom Toolbar – shows 

only the buttons you 

need on that page 

14 Worksheets 
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Importing Data 

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

 Make sure “Check if NGA pay pool” is NOT checked on the Instructions 

sheet 

 

 

 

 

 

 

 

 

 Select the Import button from the Custom Toolbar or the Import link on the 

Instructions Worksheet and follow the three-step process on the next few 

slides 



 

16 



 

17 



 

18 



 

19 



 

20 



 

 

21 

Data Extract Creation Tool 

 The Data Extract Creation Tool is an Excel tool that allows you to type in 

employee information and then export it into a format the CWB can read 

 Especially helpful for getting information on JDA employees into the CWB 

 The 18 columns with GREEN headers MUST be completed for the CWB to 

function properly 

 You can enter employees from multiple pay pools; the tool will ask which pay 

pool you’d like to export 

 

 

 

 

 

 

 

 After generating an extract file, import it into your CWB just as you would an 

extract file from DCPDS 
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Using Wildcards 

There are 14 wildcard columns on the Pay Pool Panel 

worksheet 

Type in new header names to show the column definition 

Type in values or formulas in any or all cells in the column 
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Using Wildcards, cont’d. 

Populate a wildcard column with a formula prior to import 

by typing in Row 13 – any formulas should reference Row 

13 in the column in question 

Then import as normal. Note that any values in a wildcard 

field in the import file will override your pre-import formulas. 
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Bonus Algorithm Details 

Bonus $ 

Bonus Algorithm 

Parameters 

Share/Midpoint 

Product 

Share Value (%) 

÷ 

# of Shares Work Level Midpoint x x 

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

Work Level Midpoint 
Bonus Budget $ 

(% of total base pay) 

Share Increment 

Rating Threshold 

Column EA Column BH 

Column DZ 

Hidden Column 

Hidden Column 

Cell DW7 

Budget and Setup 

Column AX Budget and Setup 
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DQI and SQI Decisions 

 Calculation 
– Based on Grade as of extract 

date (col. AA)  

– Admin must set SQI eligibility 

(Yes/No) flag in col. EK 

– “Yes” flag allows SQI (two step) 

award in col. EL 

– Grade may change between 

extract date and payout date; $$ 

amount in CWB is only a 

projection 

– Total DQI/SQI fund and amount 

remaining tracked in EM8 and 

EM9 – not taken from the bonus 

fund 

 

 

 Qualifications  
– Eval of Record of at least 

Successful  

– Not on Retained Pay or 

otherwise ineligible for salary 

increase (col. T) 

– For DQI: No DQI (or equiv) 

within the last year at the same 

grade (DX and DY) 

– For SQI: No SQI (or equiv) in last 

three years at the same grade 

– Salary is not less than 1 step 

increase (DQI) or 2 step 

increases (SQI) away from the 

grade maximum (step 12 equiv) 
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Access the Note Entry  interface by double-

clicking anywhere in the white cells on a 

person’s row in the Pay Pool Panel worksheet, 

or go to the Notes columns (EN and EO) 
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Notes typed in the pop-up boxes from the 

Pay Pool Panel worksheet automatically 

populate the Notes columns and Employee 

Feedback form 
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Select CIV Pay Pool Administrator from the Navigator menu 

 

Select Load Payout Files under the CIV Pay Pool Administrator menu 

Upload CWB Export File 

80 



Upload CWB Export File 

See DCIPS CWB Extract_Upload User Guide Fall 2014 for 

complete step by step instructions on uploading certified 

CWB export files and full discussion of upload error codes 
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Employee Feedback Forms 
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Employee feedback forms will  

ONLY print for employees who get 

a bonus or QSI by default; user 

can choose to generate them for 

everyone (including $0 bonus). 

 

Information on the form includes: 

• Personnel info 

• Supervisory chain 

• Remarks (from Notes page; 

editable) 

• Any Bonus or DQI/SQI 

(projected) from CWB 

 

Pay Pool Statistics: 

• Mode Evaluation of Record 

• Mean Bonus Amount 

• % receiving a Bonus 



Using the DPAT 
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Two types of Imports into the DPAT 
 

Directly from the DCPDS extract 

- One pay pool – use the same extract file as the CWB uses 

- Multiple pay pools – use “Command Extract” in DCPDS 

- Both options have only ratings information, including element 
and objective ratings 

- Used for Reviewing Official or PM PRA review 

 

Results of the Pay Pool Panel meeting 

- Export file from the CWB – same file you upload to DCPDS 

- Directly from the CWB – automatically generates an export file 

- Used for PP PRA review 

- CANNOT import from one DPAT to another 
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Importing into the DPAT 

DPAT 

CWB 

Spreadsheet 

(pay pool 1) 

CWB 

Spreadsheet 

(pay pool 2) 

CWB 

Spreadsheet 

(pay pool 3) 

CWB Export Files: 

Ratings and 

Payouts 

Importing From 

CWB Files 



Request Extract for  
Multiple Pay Pools 

Select DCIPS Command Extract Administrator from the 

Navigator menu 

 

Select View/Print Performance Management Reports under 

the View/Print Reports menu 

 

Enter “DCIPS Command CWB Extract” in Report Name on the 

next page to select multiple pay pools by “Agency Group” 
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Using the DPAT 
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Choose the second (first non-NGA) option to 

import from CWB file(s) with ratings and bonus 

results 

 

Choose the third option to import DCPDS 

extract files with ratings info only 

TIP:  Return to the 

Instructions 

Worksheet at any 

time by clicking 

the Main Menu 

button on the 

Custom Toolbar. 



Using the DPAT 
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Using the DPAT 
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Using the DPAT 
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DCPDS extract files contain element and 

objective ratings that can be viewed in 

spreadsheet format in the DPAT 

 

Only the rating stats and charts pages will be 

visible when importing directly from DCPDS 



Using the DPAT 
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Using the DPAT 
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Using the DPAT 
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“Office” is located in Wildcard 1 in this example.  

Using the Wildcard Stats button generates stats 

and charts by the wildcard of your choice for all 

relevant worksheets. 

 

The Capture Charts button works the same as in 

the CWB. 



DPAT 

Payout Statistics 
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The Payout Statistics 

worksheet shows $ and % 

salary increase and bonus 

payouts by pay pool. 

This allows the user to 

quickly generate summary 

payout statistics. 

Clicking “non-NGA” in the 

import hides all salary 

increase information, 

which is not pertinent to 

your pay pools. 



Using the DPAT 
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Bonus Statistics by Group worksheet shows $ 

and % bonus payouts, and % receiving a bonus, 

by pay pool, wildcard, and other categories. 



Using the DPAT 

Bonus Charts by Group show the “pictures” to 

go with the “numbers” on the Bonus Stats by 

Group worksheet. 

 

Bonus Charts displays histograms and scatter 

plots of bonus payouts across pay pools, 

including the new Bonus $ distribution chart. 
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References 

• Get the User Guides for CWB, DPAT, and Extract 
Creation Tool from your component DCIPS POC. 

 

• User Guide for Extract and Upload processes covers 
common error messages and what to do about them. 

 

• DCIPS Pay Pool/Bonus Pool Guidance coming soon!   

 

• Your component, command, and pay pool may have 
their own guidance documents and business rules. 
Please read them!! 

 

• Thomas.C.Gravely4.ctr@mail.mil 703-604-1132 
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