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About this Guide

What is the DCIPS Payout Analysis Tool?

The DCIPS Payout Analysis Tool (DPAT) is a spreadsheet application that organizations may use to analyze
the results of their DCIPS performance evaluation and pay pool processes. The tool imports data directly
from your organization’s Human Resources Management System (HRMS) or from one or more
Compensation Workbench (CWB) spreadsheets and automatically generates a variety of statistics, including:

e Rating distributions;
e Salary increase (NGA Only) and bonus statistics and charts;

e Pay pool funding and allocations; and
e Net Draw (NGA Only)

Who Should Use this Guide?

This guide is for pay pool administrators, pay pool managers, pay pool panel members, and pay pool review
authorities who are responsible for compiling, reporting, or presenting results of their organization’s pay
pool process. It is also intended for HR practitioners who support DCIPS organizations.

How is the Guide Structured?

This guide is structured as follows:

e Relationship with Other Applications and Tools — this section describes how DPAT relates with
DCPDS/PeopleSoft and the Compensation Workbench (CWB).

e Using the DPAT - this section walks you through the features of the application and how to use the
tool.

e Using the DPAT in Excel 2003 — this section addresses some of the functionality and interface
differences the user encounters when using Excel 2003 versus Excel 2007/2010.

What's new in the 2014 DPAT?

Here is a summary of new or enhanced features in the 2014 version of the DPAT. Additionally, a short
description at the beginning of each section details any new features that are relevant to that section.
Experienced users should be able to glance at this list and at the beginning of each section for complete
information on enhancements in the 2014 version of the tool.

e The Toolbar now includes a “Highlight” button to match functionality in the CWB.

e 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 Work Category and Work Level.
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Relationship to Other Applications

NEW: No enhancements in the relationships to other applications and tools in 2014.

Each Compensation Workbench (CWB) spreadsheet is populated with personnel data (e.g., names, pay
bands, base salary) that is extracted from your organization’s Human Resources Management System
(HRMS) — either DCPDS or PeopleSoft. The data is extracted based on each employee’s pay pool identifier,
which links employees to their pay pool. In addition to the personnel data, performance rating information
is also included in the data extract.

The CWB is used by individual pay pools to determine salary increase (NGA ONLY) and bonus amounts
for each employee in the pool. An additional tool, called the DCIPS Payout Analysis Tool (DPAT),
provides the capability to analyze results across multiple pay pools.

g HRMS

PAA , ezHR, (DCPDS or PeopleSoft) Pay Podl
ePerformance, etc.

ry Identifiers PPID
Personnel info Personnel info, Personnel info
(e.g., name, Ratings, (e.g., name,
position, salary) Payouts . position, salary)
Ratings “‘\R\;\itings
v
A
Data Extract | _ Compensation | =~ DPAT
Creation Tool Workbench (CWB) Personnel info,
Ratings,
Payouts Single/Multiple

Single Pay Pool Pay Pools

DCIPS Pay Pool Support Tools

When Do | Use the DPAT?

The DPAT primarily is intended to assist pay pools and organizations review and analyze performance
salary increase and bonus data calculated in the CWB. Because the tool accepts data in the format of actual
CWB spreadsheets (.xls files) or the upload export files generated by the CWB, the DPAT can be used both
during and after the pay pool process to analyze results. The DPAT can analyze the results of a single pay
pool or across multiple pay pools. For that reason, the DPAT is particularly useful during the Pay Pool PRA
review process.

Reviewing Officials and Performance Management PRAs can also use the DPAT to review ratings data,
including element and objective ratings, directly from the online Performance Management Support Tool
(e.g., PAA, ezHR, ePerformance, etc.). In this situation, the DPAT can accept one or more extract files from
the HRMS (either DCPDS or PeopleSoft), which is the same file format that the CWB uses. Note that when
the DPAT imports directly from the HRMS, the DPAT can only analyze rating data because payout data
has not yet been calculated and is not included in the extract.
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Using the DPAT

Overview
NEW: The 2014 DPAT includes a “Highlight” button to match the functionality of the CWB.

ALWAYS save the DPAT in compatibility 97-2003 (.xls) format. Simply clicking the Save icon = in the
upper left corner of the screen will accomplish this. You also may save the tool as a .xIsm (Macro-Enabled
Worksheet) file; however, most DoD computer system configurations do not allow these files to be sent via
email or to be opened with macros enabled. Check with your local system administrator before attempting
to save the tool as a .xIsm file.

NEVER save the DPAT in either 2007 (.xIsx) format. Doing so will cause irreparable harm to your
spreadsheet and you will have to start over with a blank DPAT.

The DPAT contains 19 worksheets and numerous macros that provide the application with advanced
functionality. Each worksheet is described in detail in this guide. A custom toolbar appears at the top of
each worksheet. The toolbar is made up of custom buttons that match the worksheet’s specific
functionality. To access the toolbar when using Excel 2007 or 2010, click the Add-Ins tab in the Ribbon.
This brings up the custom toolbar as in the image below. You may have to click the Right-facing arrow on
the right side of the toolbar to see all of the buttons.

DCIPS Payout Analysis Tool dev2012.9 macro [Compatibility Mode] - Microsoft Exce

Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat L7 I

Hymmport ¥ Hide 3 Unhide [Z]Unhide Al 2} Hide £ unhide JI§ Unhide Al K Clear All Filters 4| Sort § MainMenu W Wildcard Stats 3% Customize gjfj Capture Chart Images

Custom Toolbars

Al - Jx | Paypools:
A B C D E F G H J K L il N -
1 Paypools:11 @
2 Employees: 273
Last Name First Name Employee Evaluation Pay Pool Specially Include in Include in Salary Bonus Org ID 1 OrgID 2 | Agency JDA Re

D (1] D Situated Salary Fund Bonus Fund  Increaze  Eligible? Group Status
Condition Calculations Calculations Eligible?
5 - - - - - - ? [+ ? [+ - - - - - -

Toolbar Item Description

Import
) Import Loads a data file from HRMS or one or more CWB files into the workbook.
This button is active on all worksheets.

Hide Column
Hides any column(s) from view. Single columns are selected from any cell in the
column. Multiple columns are selected by holding down the <Ctrl> key while

o0° Hid
[ selecting any cells in the columns. Selecting and dragging across any row of cells in the
range of columns hide a range of columns. The first two columns (A and B) in the
Data worksheet cannot be hidden. This button is active on the Data worksheet only.
30 Unhide Unhide Column
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Toolbar Item

= |Unhide &l

'.;.'I Linhide

HET Unhide all

Description

Unhides columns you have just hidden as long as you have not moved the cursor. Also users
can unhide a specific column or range of columns by highlighting cells in the columns
on either side of the hidden column or range of columns, and then selecting this
button.

This button is active on the Data worksheet only.

Unhide All Columns
Restores the view to show all columns.
This button is active on the Data worksheet only.

Hide Row

Users may hide rows from view by selecting any cell in the row or rows to be hidden
and then hitting this button. Select any cell in a single row and then select this button.
Multiple rows are selected by holding down the <Ctrl> key while highlighting any
cells in the rows. A range of rows is selected from any column of cells, then dragging
them up or down. Rows 1 through 3 in the Data worksheet cannot be hidden.

This button is active on the Data worksheet only.

Unhide Row

Unhides rows you have just hidden as long as you have not moved the cursor. Also users can
unhide a specific row or range of rows by highlighting cells in the rows on either side
of the hidden rows or range of rows, and then selecting this button.

This button is active on the Data worksheet only.

Unhide All Rows

Restores the view to show all hidden rows in the Data worksheet. Pressing Unhide
All causes a warning notice to pop up as a reminder that all rows will be revealed.
Press OK to proceed.

This button is active on the Data worksheet only.

Page 4
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Toolbar Item Description

‘s, Clear Al Filkers

‘E,l, Sort

' MainMenu |

W wildcard Stats

¥ Customize J

Clear All Filters

Each column heading contains a filter arrow for the column. Clicking on the filter
arrow brings up a list of all of the values in the column, plus the following other
choices: Select All, Blanks, and Text or Number Filters (depending on whether the
column contains text or numbers). You can limit which rows are displayed by filtering
on specific values in one or more columns. For example, you may limit the display to
only Pay Band 3 Professional employees by filtering on “3” in Column Q (Pay Band
at end of Evaluation Period) and “Professional” in column Y (Work Category)l. When
a filter is active, the filter arrow turns blue (in Excel 2003) or changes from ! to X
(in Excel 2007 and 2010). A filter may be de-activated by selecting Select A/ under the
filter choices. Blanks also may be used for filtering. For example, to identify employees
with no Wildcard 2 value assigned, select Blanks in the filter for the Wildcard 2
column (Column AP). The Custorz (Excel 2003) or Text or Number Filters (Excel
2007/2010) choice allows the user to design more complex filter criteria.

The Clear All Filters button on the toolbar removes all filters you have set on the
Data worksheet.

This button is active on the Data worksheet only.

Sort

Allows users to sort the rows in the worksheet by any combination of up to three
columns. Sorts may be in either ascending or descending order.

Note: The first options you may see when you click on a filter button show “Sort Z 7o
A”and “Sort A to Z”. Sorting has been disabled here and under the “Daza” tab in the
menu bar in the CWB and is ONLY accessible through the Sort button on the
toolbar.

This button is active on the Data worksheet only.

Main Menu
Returns users to the Instructions worksheet.
This button is active on all worksheets.

Wildcard Stats

Generates statistics and charts on ANY one column in the Data worksheet. Pressing
the Wildcard Stats button causes the Wildcard interface to display, which allows you
to select which column’s stats and charts you want to generate. For more information,
see “Using Wildcards in the DPAT”.

This button is active on all worksheets.

Customize

Allows users to re-sort pay pools and wildcard statistics. Users can also use the
Customize pop-up interface to delete or rename pay pools in the DPAT.

This button is active on all worksheets.

September 2014
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Toolbar Item Description

Capture Chart Images

Selects and automatically exports to PowerPoint or Excel any or all of the 22 charts
generated by the CWB. Pressing the Capture Chart Images button causes the Charts
interface to display, which allows you to select which charts from which worksheets
you want to export.

This button is active on all worksheets.

fill Capture Chart Images

Highlight

Changes the background color of any selected cell or range of cells. To remove the
highlighting, select the cell or range of cells, select the highlight button, and choose
the large “No Fill” option. This item is active on the Pay Pool Panel, Bonus
Adjustment Summary, and Summary worksheets.

Note: When using a projector to display the CWB during a meeting, data in some
rows still may show through due to projector’s resolution, even if you use black
highlighting. Test your projected image before displaying to an audience.

e Highlight

Page 6 UNCLASSIFIED September 2014



DCIPS Payout Analysis Tool — Fall 2014 UNCLASSIFIED

Where do | get the DPAT?

The OUSD(I) HCMO DCIPS Working Group will make the DPAT available to POCs in each component.
Component POCs may wish to further disseminate the tool for local use within their organization.

Opening the DPAT and Enabling Macros (Excel 2007 and 2010)

NEW: The 2014 DPAT includes enhanced compatibility with Excel 2010; however, there are no new
features relevant to opening the tool or enabling macros. For instructions on opening the spreadsheet in
Excel 2003, please see the Excel 2003 section at the end of this guide.

The first time you open the DPAT spreadsheet, the tool may open in Protected View. Click the Enable
Editing button in the yellow security warning banner under the tabs in the Menu bar to enable normal
viewing and use, as shown in the figure below.

(X[ 2 o 'DCIPS Payout Analysis Tool 2013 devl 6 te
Home Insert Page Layout Formulas Data Review View Acroba bl e (==
e
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details‘ | Enable Editing | ’ x
[ Al - 5 v
ATB C D E G H J =
1
2 DCIPS DCIPS Payout Analysis Tool (DPAT)
e — 2013 devl 6
4 DEFENSE CIVILLLN INTELLIGENCE
FERSONNEL STSTEM

This application combines multiple CWB spreadsheeats, CWB export, and/or CWB import files and provides analysis of the pay
pool(s) results including ratings, salary increases and bonuses, and funding.

o

How to use this spreadsheet:

Imnanrt Imnnrt data from CWH soreadsheets CWH exonrt filas and/or CWH imnort files

Opening in Protected View

Each time you open the DPAT, the macros must be enabled for the spreadsheet to operate propetly. In
most cases, when you open the spreadsheet you receive a security warning as shown below. In Excel 2007,
users must click the Options button in the Security Warning dialogue.

,"E;\ Ha-™ ¥ DCIPS Payout Analysis Tool 2009 Dev.30.4ls [Compatibifity Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins l@ = G

@

B &, £ut Arial
~—! 3 copy

Paste [ T | o | e 5] Marge & Center §— o o (%8 208l
S romatpainter ||| B £ T o] | erge & Center = ||| =%+ ||%8 3%

Clioboac irt Eoot i i Number

@] Fill =
Cell Insert Delet: Format || B
¥ &2 Clear~ Filter = Select

Cells Editing

@ Security Waming Some active content has been disabled. | Options..

T AA103 - |

Security Warning Banner in Excel 2007 upon Opening the Tool

Macros are enabled by clicking the option Enable this Content option and then clicking the OK button.

September 2014 UNCLASSIFIED Page 7



DCIPS Payout Analysis Tool — Fall 2014 UNCLASSIFIED

Microsoft Office Security Dptions

@ Security Alert - Macros & ActiveX

Macros & ActiveX
Macros and one or more ActiveX controis have been deabled, Ths active content might
contair vicuses or other seaurity hazards, Do not enable this content unless you trust
the source of this flke.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More inf

File Path: H:\DCIPS\DCIPS OWB'\DCIPS OWE 2010 PR 1.4, 25.xds

content (recommended)
& [Enable this content]

Ogen the Trust Center ox ]| cance

Enabling Macros in Excel 2007
Enabling Macros in Excel 2010

In Excel 2010, it is necessary to click the Enable Content button in the Security Warning dialogue.

CI
Home Insert Page Layout Formulas Data Review View Acrobat & a o EH E3
o _ ] 0 Sa - .
j # Arial T AN == @ = General - ij“ % ’;E g2 Insert z W [ﬁ
" [EE R S ~3 % Delete = @ =
Paste B 7 U~ ~| % - 9, ¢ | %0 .00 Conditional Format Cell o . Sort & Find &
R = x| = = O 8 Eormatting + as Table - Styles EFormat - | 2 Filter~ Select +
iphoard Eoni Aligoment Lupber hules Cells Editing
| v ] Security Warning  Some active content has been disabled. Click for more details. | Enable Content x
;
Bl i = v
AlB C D E G H J =
1
2 DCIPS DCIPS Payout Analysis Tool (DPAT)
3 . 2013 dev1 6
7 DEFENSE COVILUAN INTELLIGENCE
PERSONNEL SYSTEM

This application combines multiple CWB spreadsheets, CWB export, and/or CWB import files and provides analysis of the pay
pool(s) results including ratings, salary increases and bonuses, and funding.

[=Rdy]

How to use this spreadsheet:

Import Import data from CWBE spreadsheets, CWB export files, and/or CWB import files.
Security Warning Banner in Excel 2010 upon Opening the Tool

Unlike in Excel 2007, there is no other pop-up box to click through once you click Enable Content.
Depending on your local security settings, you may see a pop-up box asking if you would like to make this a
trusted document. Clicking “Yes” means that you will not have to click Enable Content every time you open
the tool. Follow your local security procedures regarding whether to make the DPAT a trusted document.
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Compatibility Checker

When the DPAT is saved, Excel 2007 may generate an alert stating that the DPAT is not compatible with
earlier versions of Excel. This is inaccurate since the DPAT was developed in an eatlier version of Excel.
Ignore this error message and click the Continue button.

Microsoft Office Excel - Compatibility Checker

7 ==

The following features in this workbook are not supported by earlier versions

of Excel, These features may be lost or degraded when you save this
o workbook in an earlier file format. Click Continue to save the workbook

anyway. To keep all of your features, dick Cancel, and then save the file in

one of the new file formats,

summary Mumber of occurrences

Significant loss of functionality

S

This workbook contains data in cells outside of the row and 2
column limit of the selected file format, Data beyond 256 (IV) ind  Helo |2
columns by 65,538 rows will not be saved, Formula tnd D=d
references to data in this region will return a =REF! errar,
Location: 'Contral Points' 3
This workbook contains data in cells outside of the row and 2
column limit of the selected file format, Data beyond 256 (IV) ind  Hel
columns by 65,538 rows will not be saved, Formula tnd D=l -
Chedk compatibility when saving this wor
Cancel

September 2014
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Instructions Worksheet
NEW: There are no new features on the Instructions worksheet in 2014.

The Instructions Worksheet contains a listing of the analysis worksheets contained in the tool. Beginning
in Row 38, users can see a list of the most-recently analyzed Wildcard field, as well as a list of all the pay

pools currently in the DPAT.

-

DCIPS DCIPS Payout Analysis Tool (DPAT)
e 2012 dev®
?:;g;(vﬁ!l:;wu:ﬂ'lflllﬁfﬂﬂ

This application combines multiple CWB spreadsheets, CWB export, and/or CWB import files and provides analysis of the
pay pool(s) results including ratings. salary increases and bonuses, and funding.

How to use this spreadsheet:

Import

Table of Contents

Import data from CWE spreadsheets, CWB export files, and/or CWE import files.

Data Pay Pool(s) Data
Rating Rating Statistics and Distributions by Group
Rating Cwerall Rating Distribution Charts

Rating Distribution by
Payout

Payout

Salary Increase Stats by

Salary Increase Charts by

Salary-Bonus Charts by
Salary Increase

Total Salary Increase
Bonus Stats by

Bonus Charts by

Chart and Table of Rating of Record Distributions

Statistics on Payout. Salary Increase, Bonus (3 and %) by Pay Poal
Above Statistics in Chart Form

Statistics on Salary Increases (§ and %) by Group

Above Statistics in Chart Form

Salary Increase and Bonus Charts by Wildcard

Charts on Distribution of Performance Salary Increases

Charts on Distribution of Total Salary Increases

Statistics on Bonus. Eligible, Received. Mean (5 and %) by Group
Above Statistics in Chart Form

Bonus Charts on Distribution of Bonuses

Eunding Statistics on Funding Amounts Budgeted and Allocated by Pay Pool
Funding Above Statistics in Chart Form

NetDraw Summary of Met Draw Statistics by several Categories including Wildcard
NetDraw MNet Draw Statistics in Chart Form

Notes and Special Features:

To navigate more easily through the many tabs within this file, you may right click any of the arrow navigation buttons in the
bottom left-hand corner of this window. A list of all available tabs will be opened from which you can choose.

PPO0S
NWV15000158

Instructions Worksheet

Last analyzed Wildcard:
Wildcard_5
Division
Pay Pools presentin the DPAT

Pay Pool Alias Name

Mr. James’ Pay Pool
Col. Barnwell's Pay Pool

Bottom of the Instructions Worksheet

Page 10
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Importing Data into the DPAT
NEW: There are no updates to the import routines in the 2014 DPAT.

Users can import data into the DPAT from the HRMS extract file (the CWB import file) as well as from the
actual CWB spreadsheets.

The import process is conducted as follows:

1. Begin with a new (empty) copy of the DPAT spreadsheet and rename it (e.g., paypoolscyx11Nov2014.x1s).
It is a good idea to keep a blank copy of the spreadsheet available in case you make a mistake and want
to start over.

2. Open the spreadsheet and select Enable Macros (or Enable Content in Excel 2007 or 2010).
3. Select the Import button on the custom toolbar.

4. Select one of the options: NGA CWB Spreadsheet or CWB Export File, Non-NGA CWB
Spreadsheet or CWB Export File, or CWB Extract Files ftom DCPDS/PeopleSoft, then click
Select File(s). Choose cither of the first two options (dependent on whether your organization is a part
of NGA or not) to look at summary statistics and charts on ratings AND payouts from one or more pay
pools AFTER your pay pool panel has convened. Choose the third option to look at summary statistics

and charts on ratings ONLY, typically during the Performance Management Performance Review
Authority (PM PRA) process.

Import Type? - I&

Which type of Data are you going to import?

~ NGA CVWB Spreadsheet or CWB Export
Files

& Mon-NGA CWB Spreadsheet or CWB
Export Files

" CWB Extract Files from DCPDS/PeopleSoft

Select File(s) ' Close

Select the type of file and click “Select File(s)”
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5. Select the files you wish to import. To select the import files, double click the file name or highlight the
file name and click the double-right arrows in the center of the form. This action will move the files to
the right-hand box for import. The files you want to import must be in the same folder on your computer as the

DPAT.
& —— —_— —— — ™
Import . [ﬂ
e A — .
Select file(s): Arrange Display Order:

2012 NGA Sample Data File_mod. txt
DCIPS CWEB 2012 Sample Import file 1.2.txt
DCIPS CWEB 2012 Sample Import file 1.3.tet
DCIPS CWE 2012 Sample Import file 1. bt
DCIPS CWE 2012 Sample Import file 2,2, tct
DCIPS CWEB 2012 Sample Import file 2. 3.t
i DCIPS CWE 2012 Sample Import file 2. bt
DCIPS CWEB 2012 TEST. xls
I DCIPS CWE 2012 TRAINING. xls

DCIPS CWB Data Elements for Fall 2012 v5.xls
l DCIPS CWB dev2012,32 test save 2.xls
DCIPS Data Extract Creation Tool 2012.xs
DCIPS Payout Analysis Tool 2012 TEST.xls

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

ﬂ

+ Replace All Existing
' Diata with this Fle(s) &

DCIPS CWB dev2012,32 test save 1.xls
DCIPS CWB dev2012,32 test save 2.xs

Open |

Move Up
Move Down

Cancel ‘

%

Select the file to import and use the arrows to move them to the right side of the screen

6. Order the files as you want the pay pools listed in the tool (and displayed on charts) by using the Move

Up or Move Down buttons.

7. Select whether the imported data replaces any existing data in the DPAT or appends to it by using the
radial buttons, Replace All Existing Data with this file(s) or Append this file(s) to Existing Data.

8. Select the Open button (the tool will import the selected pay pool data.)

9. The spreadsheet then imports the selected data files.

10. Select Yes when you receive a confirmation reading: Data successfully imported. Would you like to
save the spreadsheet? The spreadsheet is saved.

-+

Save

i,

e

Data successfully imported!
Would you like to save the spreadshest?

Yes

Mo

Save the spreadsheet once data is imported

Page 12
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Customize the Data (Optional)

NEW: There are no new features in the Customize function in 2014.

Organizations with multiple pay pools may choose to apply the features of the Customize button to
rename and re-arrange pay pools within the DPAT’s database and displays.

1. Click on the Customize button on the toolbar.

] =

DCIPS Payout Analysis Tool 2012 TRAINING [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat [~] e o @ e
B3 copy Bz ®yimport 3 Hide 3 Unhide Al &y Hide $} unnide JI unnice an WK Clear A s %] sort @ MainMenu W Wildcard Stats | 3% Customize | glfj Captur
B3 copy s
3 Copy
Menu C... | To... Custom Toolbars

( A1 ~ £ g

Al B c D E G H ) K 'f
4 '3 R
Customize S — M
2 DCIPS DCHl ¢ ororos
3 — Move pay pools into the desired order
4 DEFENSE CIVILLLN INTELLIGENCE
PERSONNEL SYSTEM

This application combines multiple CWB spred) NV15000158 Es analysis of the
5 pay pool(s) results including ratings, salary inglf| Move Up
1]

How to use this spreadsheet:
7

Import Import || D o WE import files.
8

Table of Contents
9 [~ Delet= Al

Data Pay P
10 i Y | Delete ]
1 Rating Rating|| 2 e
12 Rating Owerall]| Rename ]
13 Rating Distribution by Chart - — —

m—

14 Payout Statistics on Payout, Salary Increase, Bonus (3 and %) by Pay Pool
15 Payout Above Statistics in Chart Form
18 Salary Bonus Charts by Salary Increase and Bonus Charts by Wildcard

21 Bonus Stats by Statistics on Bonus, Eligible, Received, Mean ($ and %) by Group
29 Bonus Charts by Above Statistics in Chart Form
7 Bonus Charts on Distribution of Bonuses -
M 4 » M| Instructions JF=W’ Rating Statistics Rating Charts Rating Distrbution by Group [1] 4 [ [ | v [

e — -

2. The imported pay pool files will be listed in the pop-up interface in the order they were arranged during

import into the DPAT.

3. To rename the pay pools, select the Rename button in the lower right-hand side of the form, type in a
new name for the pay pool, and click Rename (in the smaller Rename pop-up box). Once the file is
renamed, the Rename pop-up form will include the original name in the pop-up reference title. The
renamed files can revert to their original names by selecting the Revert button on the Customize form.

September 2014

UNCLASSIFIED

Page 13



DCIPS Payout Analysis Tool — Fall 2014 UNCLASSIFIED

-

%
Customize | 22 |
* Pay Pools " Wildeard
Move pay pools into the desired arder
PPOOS
MV15000158

*
Originally: PPO0S =

Provide a new name for the Pay Pool

I Col. Barnw

Rename

Revert | Close

Renaming a pay pool

4. To re-arrange the import files, select the file in the text box. Once highlighted in blue, select the Move
Up and Move Dowan buttons until the files in the text box are arranged in the preferred order, then
click Sort. This will change the order in which the pay pools display in all charts and statistics.

5. Users can also delete one or more pay pools with the Customize pop-up interface. Highlighting one pay
pool’s name and then clicking Delete, or checking the “Delete all” box and then clicking Delete
removes all of the employees from the selected pay pool(s) from the tool.
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Data Worksheet

NEW: There are no new features on the Data worksheet in 2014.

The Data worksheet displays 103 (if NGA) or 66 (if non-NGA) visible columns of data when importing
data from CWB spreadsheets, and 54 visible columns of data when importing from HRMS extract files. The
Data worksheet stores information such as personnel info, rating (including objective and element rating
when importing from HRMS extract), as well as payout, salary increase, and bonus that were calculated in
the CWB. The only columns that can be edited are the 14 Wildcard columns spaced throughout the
worksheet. The data can be sorted by any visible column and each of the columns has a filter. The number
of pay pools and employees in the DPAT are displayed is cells B1 and B2 respectively.

When data is imported from an HRMS extract file, no payout information is visible on the Data worksheet
(because this information is not contained in the extract file). The payout columns (columns AR through
CW) are permanently hidden. Instead, the objective and element rating columns (columns EG through EV)
are visible at the far right side of the worksheet so that Reviewing Officials or Performance Management
PRAs may view individual element and objective ratings in a spreadsheet format. The Data worksheet
contains space for 10 objectives for each employee; however since most employees have five or fewer
objectives, an administrator may wish to hide the extra objective rating columns. Additionally, the user may
wish to sort or filter the data in the DPAT by Rating Official (column AG), Reviewing Official (column
AH), or others when looking at element and/or objective ratings.

Using the Wildcard Columns and Generating Custom Stats and Charts

Wildcard columns in the Data worksheet are open columns that are used for a variety of purposes. If
wildcard data exists in the imported files, it will be available in the DPAT. These columns can be used to
define sub-sets of the data (e.g., geographic locations, divisions, teams, or departments) in four of the
generated statistics spreadsheets and three of the generated charts worksheets within the tool.

To change the wildcard grouping used throughout the application:

1. Select the Wildcard Stats button.

2. Select the wildcard column for which you want to generate stats and charts.
3. Select Run Statistics.

You can also remove any previous statistics generated by the Wildcard columns.

Example: Consider a Pay Pool PRA that oversees two pay pools that have employees working in three areas
in the US — San Antonio, Washington DC, and San Diego. The application can generate a variety of
statistics comparing employees from each of those areas.

To accomplish this, the user first enters the appropriate data into a Wildcard column (as seen in the example
below). In this example, the user has also renamed the Wildcard 1 column by typing “Area” into the green
header cell at the top of the Wildcard 1 column.
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Insert

Page Layout Formulas

Data Review

View Add-Ins

Acrobat

a@o & =R

Eacopy B3 Ejmmport ¥ Hide X Unhide [£]Unhide Al 2 Hide £} Unhide [ Unhide All K Clear All Filters 4 | Sort § MainMenu W Wildeard Stats 3% Customize g Captu
53 Copy :
53 Copy
Menu C... | To... Custom Toolbars
AH15 - 2 |

A B AG AH Al Al AK AL AM AN AD AP a

1 Paypools: 2 Rating Mean: Mean: Mean: Mean: El
Section
2 Employees: 125 3.67 3.85 367 37
Last Name First Hame Rating Official Reviewing Official Objective  Element | Overall Rating of Rating Wildcarg
Rating Rating Mean Record Description
Rating

3 - - - - - - - - -
)
5 | Becguerel Antoine-Henri Lou Gehrig Kirstie Alley Washington, DC 45 32 3.8 4 Excellent
6 Newcomen Thomas Hank Greenberg Daryl Hannah Washington, DC 36 3.0 3.3 3 Successful
7 Einstein Albert Lou Gehrig Kirstie Alley Washington, DC 32 3.8 3.4 3 Successful
8 Berners-Lee Tim Jimmie Fox Daryl Hannah Washington, DC 34 32 33 3 Successful
9 Gauss Carl Jimmie Fox Kirstie Alley San Diego, CA 46 45 46 5 Outstanding
10 |Newton lzaac Lou Gehrig Daryl Hannah San Antenio, TX 4.0 42 41 4 Excellent
11 |watt James Hank Greenberg Daryl Hannah San Antonio, TX 35 45 4.0 4 Excellent
12 |Ehriich Paul Hank Greenberg Daryl Hannah San Antenio, TX 28 28 28 3 Successful
13 Harvey William Hank Greenberg Daryl Hannah Washington, DC 29 33 3.1 3 Successful
14 |Babbage Charles Lou Gehrig Kirstie Alle San Diego, CA 40 42 41 4 Excellent
15 |Galilei Galileo | _| San Diego, CA 0 Mo Rating
16 | Helmont Johann Hank Greenberg Daryl Hannah San Diego, CA 29 33 3.1 3 Successful
17 | wright Orville Jimmie Fox Daryl Hannah San Antenio, TX 46 45 48 5 Outstanding
18 |Goddard Robert Hank Greenberg Daryl Hannah Washington, DC 0.3 23 13 1 Unacceptable
19 |Morgan Thomas Hank Greenberg Daryl Hannah San Antonio, TX 36 338 37 4 Excellent
20 |vota Aleszandro Hank Greenberg Kirstie Alley San Antenio, TX 28 27 27 3 Successful
21 |Grothendieck | Alexander Lou Gehrig Kirstie Alley San Antenio, TX 45 32 3.8 4 Excellent
22 |Riemann Bernhard Jimmie Fox Kirstie Alley San Diego, CA 42 3.5 39 4 Excellent
23 |Pascal Blaise Hank Greenberg Kirstie Alley Washington, DC 28 27 27 3 Successful
24 | Darwin Charles Lou Gehrig Kirstie Alley San Diego, CA 4.0 5.0 4.4 4 Excellent
25 |Fahrenheit Daniel Jimmie Fox Kirstie Alley Washington, DC 35 4.0 3.8 4 Excellent -
Lt | 2 I PR CoAiarme, = 1 omas Mmbn i Wiemdin A llass Comn Antania TV -a an i l c. [T—y
M 4 » M| Instructions | Data Rating Statistics Rating Charts Rating Distribution by Group [i] 4 [ 1l | »
Ready | |[EECD @ 100% (=) =] (T

Example of Data Entry in Wildcard 1

Next, the user selects the Wildcard Stats button from the custom toolbar, chooses the appropriate wildcard
column (in this example, Wildcard 1), and selects Run Statistics. The DPAT will automatically generate the
statistics by the groupings identified in Wildcard 1 (example below). Note that the new name for Wildcard 1,

“Area”, appears in the list of Wildcard columns in the Wildcard Selection interface.
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ElHEjv[‘._vl;m_‘ ——

“Home

Insert

DCIPS Payout Analysis Tool 2013 devl.7 [Compatibility Mode] - Microsoft Excel o >
Page Layout Formulas Data Review View Add-Ins Acrobat & 0 o @ IR

B3 copy B3 ®jmport M2 Hide Mz uUnhide [Z|unhide Al &¥ Hide &} Unhide [ Unhide Al K Clear All Fitters 4] Sort § MainMenu | W Wildcard Stats| 3% Customize g Captur
53 Copy .
53 copy
Menu C... | To... Custom Toolbars
AlS -~ (= fe | san Antonio, TX
A B AE AF AG AH AK AL AM AN )
1 Paypools: 2 Rating Mean: Mean: Mean: Mean: El
Section
2 Employees: 125 - 367 365 367 3F
Last Name First Name Locality | ciatc Column Selection T - u Objective | Element | Overall  Rating of R
Code Rating Rating Mean Record Desc
) B ) Rating )
3 - - Select the column to be used in statistical reports |- v - | -
1
5 |Laura Alberto = | B E | 32 32 32 Suci
6 Marco Beryl WA ] San Antonio, TX 36 38 37 4 Ext
T |Nana Chris WA ] SiBRhI:‘ISr:jCS ;;'E:;; Cancel San Antonio, TX No
8 Omar Debby WA ] § San Antonio, TX 3.0 32 31 3 Sucn
9 | Paulette Ernesto WA ] Washington, DC 46 45 46 5 Outs
10 |Rene Florence o d ! Washington, DC 33 3.0 32 3 Suc
11 [saly Gordon WA Hernandez, LCDR Trigg K |Garcia, Horatio M CDR Washington, DC 35 32 3.4 3 Suct
12 |Teddy Helene sJ Thoempson, John M 1l Wickens, Capt Dilbert V' San Diego, CA 3.3 3.0 3.2 3 Suct
13 | Vicky Izaac WA Morris, Karen K Hoya, Loya L CAPT San Antonio, TX 3.4 3.2 3.3 3 Suct
14 | wilfred Joyce WA Walker, Need A LCDR Gray, Shades O CAPT San Antonio, TX 37 33 35 3 Suct
15 |Ana Kirk WA Coolotta, Coff E CAPT Garcia, Horatio M CDR San Antonio, TX 33 4.0 36 4 Exr
16 |Bil Leslie SJ Kennedy, Grace E Mickens, Capt Dilbert WV San Antonio, TX 3.4 3.8 36 4 Ext
17 |Claudette Michael WA Popper, Igg E Brown, Michael F Washington, DC 3.0 3.0 3.0 3 Suc
18 |Danny Nadine WA Popper, Igg E Brown, Michael F Washington, DC 3.8 4.0 39 4 Ext
19 |Erika Oscar Ml Washington, DC No
20 |Fred Patty WA Popper, lgg E Brown, Michael F San Diego, CA 4.4 42 43 4 Ext
21 Grace Rafael WA Popper, lgg E Brown, Michael F San Antonio, TX 3.0 3.0 3.0 3 Suc
22 Henri Sandy K Green, Scott C Gray, Shades O CAPT San Antonio, TX 33 38 33 4 Ext
23 \ida Tony sl Ojibwe, LCDR Chris S Wickens, Capt Dilbert vV San Antonio, TX 38 37 38 4 Ex¢
24 | Joaguin Valerie i 4 Elderberry, Jackson M LCC Dickens, Charles A CAPT | San Antonio, TX 45 42 4.4 4 Exc
25 |Kate William K WMoore, Paula G Dickens, Charles A CAPT | Washington, DC 46 43 45 4 Extv
DRt e — L Andean T Y7 W— — Baros faine — Danfiald Anhloae —_AMaphinadan DO 20 20 20 a Cars
4 4 v M| Instructions | Data Rating Statistics .~ Rating Charts Rating Distribution by Group |j1
Ready | |[E@EEm 100%

Using Wildcard Stats Button to Select Wildcard 1

The example below, a rating distribution by wildcard, is only one of the many statistical graphs generated by
the tool. Other statistics that capture wildcard data include: ratings statistics; salary increase statistics; bonus
statistics; net draw.
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Sample Graph Generated from Wildcard Data
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Rating Statistics Worksheet

NEW: The Rating Statistics worksheet includes breakout by work level within each work category in
2014.

The Rating Statistics worksheet is available regardless of whether data is imported into the DPAT from an
HRMS extract file or a CWB spreadsheet/exportt file, and for both NGA and non-NGA pay pools.

The Rating Statistics worksheet displays the mean objective rating, mean element rating, mean overall
rating, standard deviation, number of employees, number of employees rated, and the rating distributions by
group. The statistics review data by pay pool, pay band, work category/work level, work role, occ series,
rating official, reviewing official, organization, and wildcard.

To simplify the list of rating group breakouts displayed on the Rating Statistics worksheet, click the
Display Options button in the top left corner of the page and choose which breakouts you want to see in
the pop-up interface. You can also modify the sorting of these groupings using the same interface (statistics
can be sorted in ascending or descending order). Click Apply once you have set which breakouts and sorts
you would like to view. Note that the Display Options button only affects the Rating Statistics page.

53 Copy

Menu C... | To... View and Sort Options ﬁ
= b I'ﬂ.. —
A B E [ View All Sort
! Sort All By: | ........... ﬂ
3 Display Options ¥ Pay Poal | Mot Used -
Mean L N~ Pay Band Mot Used -
Objective Eldy | ‘J
4 Rating Bl I workcat | NotUsed |
5
e Entire Population 167 | [~ work Role I Mot Used j
T
g Pay Pool [ Occ Series | Mot Used j
9 [+ Ratin i i
g Offidal Rating -
10 PPOO5 363 N | Not Used J
11 NV15000158 374 || I ReviewOffical | Amhanumeric
12
13 Band/Grade v CrgID 1 Standard Deviation
Mumber of Employees
14 W OrgID 2 Not Used =]
15 3 4.00 g
16 7 200 i I wildcard | Mot Used _ﬂ
7| 9 380 | :
18 11 352 i (" Ascending
19 12 3.61 [ {* Descending
20 13 359 |
21 14 381 ] Apply ‘ Close ‘
22 15 384 I
23
24 Work Category
25
95 D 2R 2 RE 2RT nEA 4na

Display Options on the Rating Statistics worksheet
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Rating Charts Worksheet

NEW: There are no new features on the Rating Charts worksheet in 2014.

The Rating Charts worksheet is available regardless of whether data is imported into the DPAT from an
HRMS extract file or a CWB spreadsheet/exportt file, and for both NGA and non-NGA pay pools.

The Rating Charts worksheet provides bar charts showing the rating distribution of all the employees in
the Data worksheet with a rating. Charts on this page are aggregated across pay pools. The top left
chart shows the percentage distribution by Evaluation of Record, and the top right chart show the
percentage distribution by Overall Rating. The bottom left chart shows the count of employees by
Evaluation of Record, and the bottom right chart shows the count of employees by the Overall Rating.
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Rating Distribution by Group Worksheet

NEW: There are no new features on the Rating Distribution by Group worksheet in 2014.

The Rating Distribution by Group worksheet is available regardless of whether data is imported into the
DPAT from an HRMS extract file or a CWB spreadsheet/exportt file, and for both NGA and non-NGA

pay pools.

The Rating Distribution by Group worksheet provides two bar charts showing the rating distribution by
pay pool and Wildcard grouping. The top chart shows the rating distribution by pay pool and the bottom
chart shows the distribution by the selected Wildcard grouping (empty if no grouping is selected from the

Wildcard Stats button). A trend line shows the average across the groupings in both charts.

Rating Distribution by Pay Pool

100%

Rating Distribution by Pay Pool

Bl 4 — ol Sarweal’s Sy Foo

) s Tarioa's Sy Fool
40% 4 g (1) o 2
0% A

& Unsucoessful Min Sucoesshu Buccessfu Excellent Outstanding

Employees
Fated Unsuccessiul |Min Successfu]  Successiul Encellent Outstanding

Cherall 113 1.7 1.7 36.1% 48.75 .8
Col. Barnwell's Fy 4 20 2.0 6.5 4325 14.9%
M=, Terkel's Pay 45 0.0 0.0 356N B7.8 E.7

Rating Distribution by Area
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100 -
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Rating Distributions by Group
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Payout Statistics Worksheet

This worksheet is only available when data is imported from CWB spreadsheets or CWB export
files.

NEW: There are no new features on the Payout Statistics worksheet in 2014.

The Payout Statistics worksheet provides the following data for each individual pay pool as well as
averages across all the pools in the DPAT. The salary increase portions of this worksheet are hidden when
the user imports non-NGA pay pool data. The payout values include only employees that are rated.

Analyzed Population Counts

Mean Rating

Share Value for Salary and Bonus

Salary Increase (§) — Non-zero minimum, Mean, Median, and Maximum

Salary Increase (% of Base Pay) — Non-zero minimum, Mean, Median, and Maximum
Bonus (§) — Non-zero minimum, Mean, Median, and Maximum

Bonus (% of Midpoint) — Non-zero minimum, Mean, Median, and Maximum

|A| B £ D F G
1 Payout Statistics
i Analyzed Population includes ch
only employees that are rated, 4
regardless of payout eligiblility {,ﬁﬁ'
‘F\
ﬁé‘ \3;"0 <
2 o V3 +
3
4 Analyzed Population 119 74 45
5 Mean Rating 3.67 3.64 372
7 Share Value Bonus 1.5146% 1.3570% | 1.7675%
18 Bonus §
19 Min (non-zera) 5435 5435 $1,310
20 Mean $2,023 $1,954 $2,163
21 Median $1,935 $1,736 §2,057
22 Max §5,055 §5,055 §4,479
23 Bonus % of Midpoint
24 Min (non-zera) 1.23% 1.23% 1.77%
25 Mean 2.33% 2.20% 2.58%
26 Median 214% 1.80% 2.35%
27 Max 4.28% 4.29% 3.80%
28
29
30
3
32

M4 b M Rafing Charts Rating Distribution by Group Payout Statistics -~ Pay

Payout Statistics Worksheet — non-NGA pay pool view
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Payout Charts Worksheet

This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Payout Charts worksheet in 2014.

The Payout Charts worksheet provides bar charts showing the salary increase share value by pay pool,
bonus share value by pay pool, mean salary increase percentage by pay pool, mean salary increase dollar
amount by pay pool, mean bonus increase percentage by pay pool, and mean bonus increase dollar amount
by pay pool. The salary increase portions of this worksheet are hidden when the user imports non-NGA pay

pool data.
SalaryIncrease S5hare Value by Pay Pool Bonus Share Value by Pay Pool
1000 - 325% -
o] 5 220
500 4 |3
315%
700 4
s 310%
500 4 305%
0
300 T3m0%
300 4
295% J
200 4
— 290%
a4 28%%
Dumamy PR CRMS PR Dumamy PR cAMS PR
Mean Performance Salary Increase % by Pay Pool Mean Bonus % by Pay Pool
280% £450%
230%
235%
235%
235%
235%
3%
23%
230%
21235%
25%
Cummy AR cAus PR Cummy AR CAMS PR
Mean Performance Salary Increase § by Pay Pool Mean Bonus § by Pay Pool
3200 31839 52,000
33551
31330
R
31350
33000
31,900 2300
32000
31855
1
31850 5150
31,000
31,500
3500
31,750 L
Dummy PR CAME PR Cummy AR CPME PR
Payout Charts Worksheet — NGA pay pool view
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Salary Increase Statistics by Group Worksheet (NGA ONLY)

This worksheet is only available when data is imported from CWB spreadsheets or CWB export
files.

NEW: The Salary Increase Stats by Group worksheet includes breakout by work level within each work
category in 2014.

The Salary Increase Stats by Group worksheet provides salary increase statistics by pay pool, pay band,
rating, work category/work level, work role, occ seties, rating official, reviewing official, organization and
wildcard.

Salary Increase Statistics by Group

Only includes employees that are rated and Salary Increase Eligible
Humber b ¥
Analyzed Mean Mean Mean Mean Minimum  Minimum Maximum Maximum
for Salary Overall Starting Salary Salary Salary Salary Salary Salary
Increase  Rating Salary$ Increase $ Increase® Increase % Increase % Increase $ Increase %

Entire Population: 101 3.62 384,00 51,980 2.38% 3391 0.73% 5,924 5.08%
Pay Pool

Dummy PP a4 3.59 584,345 51,889 2 38% 5391 0.73% 55,924 6.09%
CPMS PP 7 3.96 580,690 $1,855 2.30% 5649 1.65% 524972 2.88%
Pay Band

1 1 3.50 Faz 12 50 0.00% 50 0.00% 50 0.00%
2 ] 3.64 548 461 5916 1.88% 5391 0.80% $1,494 2.91%
3 33 348 70308 $1,675 2.48% 5642 0.84% 53,944 6.08%
4 45 3.68 584 174 $2224 2 43% 5724 0.73% B4 267 F.60%
5 13 376 $112 845 $2,799 2.48% 51,148 0.96% $5,924 5.34%
Rating

1 1 2.00 $50,990 50 0.00% 50 0.00% 50 0.00%
2 2 210 582178 50 0.00% 50 0.00% 50 0.00%
3 47 323 $82 437 $1,257 1.54% $391 0.73% $2 576 311%
4 46 3.09 $85,053 $2,589 3.16% %1,046 1.75% 54 267 5.08%
5 5 4.80 588180 $4 356 4 54% 53,042 3.74% $5,924 F.98%
boM Payout Statistics Payout Charts Salary Increase Stats by Group Salary Increase Charts [ il

Salary Increase Stats by Group Worksheet
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Salary Increase Charts by Group Worksheet (NGA ONLY)

This worksheet is only available when data is imported from CWB spreadsheets or CWB export
files.

NEW: There are no new features on the Salary Increase Charts by Group worksheet in 2014.

The Salary Increase Charts by Group worksheet provides charts of the data provided in the Salary
Increase Stats by Group worksheet. Note: not all available charts on this worksheet are shown here.

Ferformance Based Salary Increases. Mo Salary Floor §is included.

Mean Performance Salary Increase % by Pay Band Mean Performance Salary Increase S by Pay Band
2.00%
iaem 52,799
2.48% 2.48%
250% 2.43% i
2% 52,224
200 1.88% B0
F1580
$1.678
1 50% 51800
100w F100 5915
0.50% 5300
0.00% 50
0.00% 50 T T T
] 2 3 4 5 1 z 3 & 5
Mean Performance Salary Increase 3 by Rating Mean Performance Salary Increase § by Rating
S00% =000
4.54%
4309 34500 $4.350
400% $4.000
Y T 53500
300% S0
2,589
250% 2500
235%
200% S0
1.54% i
150% F1.500 $1.257
00 F1.000
Y 00
0.00% 0.00% 0 30
0.00% 50
1 2 z 4 H 1 2 z + H
Salary Increase Charts by Group Worksheet
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Salary-Bonus Charts by Wildcard Worksheet
This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Salary-Bonus Charts by Wildcard worksheet in 2014.

The Salary-Bonus Charts by Wildcard worksheet provides charts of the wildcard groupings data provided
in all relevant worksheets. Charts by wildcard include: mean salary increase percentage; mean salary increase
in dollar amount; percent receiving bonus; mean bonus percentage; and mean bonus in dollar amount. The
salary increase portions of this worksheet are hidden when the user imports non-NGA pay pool data.

~ Purformance Based Salary Increazes. No Salary Flaor § iz included.
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Salary-Bonus Charts by Wildcard Worksheet — NGA pay pool view
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Salary Increase Charts Worksheet (NGA ONLY)
This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Salary Increase Charts worksheet in 2014.

The Salary Increase Charts worksheet displays the performance salary increase distribution as a percentage
of base pay, the salary increase as a percentage of base pay, and the correlation between performance rating

and the performance salary increase in dollar amount.

The scatter plots can be filtered by filtering in the Data worksheet.
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Total Salary Increase Charts Worksheet (NGA ONLY)

This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Total Salary Increase Charts worksheet in 2014.

The Total Salary Increase Charts worksheet displays the total salary increase distribution as a percentage
of base pay, the salary increase as a percentage of base pay, and the correlation between performance rating
and the total salary increase in dollar amount. The charts on this worksheet differ from those on the Salary
Increase Charts worksheet in that the charts on this worksheet take the floor increase and increases to

LMS into account.

The scatter plots can be filtered by filtering in the Data worksheet.
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Bonus Statistics by Group Worksheet

This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: The Bonus Stats by Group worksheet includes breakout by work level within each work category

in 2014.

The Bonus Stats by Group worksheet provides bonus statistics by pay pool, pay band, rating, work
category/work level, work role, occ seties, rating official, reviewing official, organization, work location, and

wildcard.

Bonus Statistics by Group

b

Number * MNumber % %
Eligible for Receiving Receiving Min Bonus Max Bonus Mean Mean % of Receiving

Bonus Bonus Bonus % % Bonus % Midpoint DCH or SQI
Entire Population: 119 51 42 9% 485 §5,625 52,128 2.45% 5.88%
Pay Pool
Col. Barnwell's Pay Pool T4 33 44 (% 485 $5,625 52,105 2.38% 5.41%
Ms. Terkel's Pay Poal 45 18 40.0% §1,310 54 479 52 168 2 hA% 6.67%
Pay Band
3 1 1 100.0% 485 485 5485 1.51% 0.00%
T 1 0.00%
9 2 1 50.0% 51,438 51,4388 51,438 2.01% 0.00%
11 1 5 45 5% $1,1149 $2 406 $1,832 2.47% 0.00%
12 13 5 38.5% 1,119 51,920 51,455 1.96% 0.00%
13 45 17 37.8% $1,1149 $3,042 51,884 2.46% 6.67%
14 34 16 47 1% 51,414 53,693 52,342 2.50% 8.82%
15 12 A 50.0% §2,153 55,625 53,434 292% 8.33%
Rating
1 2 0.00%
2 2 0.00%
3 43 0.00%
4 58 38 65.5% 5485 $2 666 $1,689 2.05% 3.45%
5 14 13 92 9% $2 406 55,625 53,409 3 62% 35.71%
Work Category

Bonus Stats by Group Worksheet — non-NGA pay pool view
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Bonus Charts by Group Worksheet
This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Bonus Charts by Group worksheet in 2014.

The Bonus Charts by Group worksheet provides charts of the data provided in the Bonus Stats by
Group worksheet. Note: not all available charts on this worksheet are shown here.
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Bonus Charts Worksheet

This worksheet is only available when data is imported from CWB spreadsheets or CWB export
files.

NEW: There are no new features on the Bonus Charts worksheet in 2014.

The Bonus Charts worksheet provides charts of pay pool data. Charts display the following: the bonus
distribution as a percentage of base pay; the bonus distribution as a percentage of midpoint; the bonus
amount as a percentage of base pay; the bonus amount as a percentage of midpoint; the correlation between
performance rating and the bonus in dollar amount, and mean bonus § by overall rating (not shown here).
The final chart on the worksheet is a bonus distribution chart that breaks out bonus dollar amounts into
$500 groups. The number of categories on the x-axis of this chart will change in response to the actual
bonus amounts in the data; for example, if the largest bonus on the Data worksheet is $4,372, the x-axis of
this chart will only go up to $4,500. If there are bonuses over $7,000, they will all be included in the last
category on the chart, which will read “$6,500 — [highest increment]” as in the example on the next page.

The scatter plots can be filtered by filtering in the Data worksheet.
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Mean Bonus 5 by Overall Rating
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Funding Statistics Worksheet

This worksheet is only available when data is imported from CWB spreadsheets or CWB export
files.

NEW: There are no new features on the Funding Statistics worksheet in 2014.

The Funding Statistics worksheet provides statistics on pay pool funding, including both the salary and
the bonus budgets, the funds allocated for each, and the difference between the funds budgeted and the
funds actually allocated. Funding statistics note the total number of employees, the number contributing to
salary and bonus funds, the number of employees rated, and the number of employees receiving a payout
and/or a bonus. The salary increase portions of this worksheet are hidden when the user imports non-NGA
pay pool data. Note: entire worksheet is not shown here.

’ Funding Statistics
o
g J
<"¢“ 59
o o> ‘fé
éa 6; ."@
2 ot < &
-
5 Total Number of Employees 125 T 43
b - Rated Employees 119 74 45
8 - Contributed to Bonus Fund 119 74 45
10 - Employees receiving a Bonus 51 33 18
37 Bonus Budget
38
39 Sum of Base Salary Used in Funding Calculation $10,550,671 6 646,889 $3,8903,782
40 Sum of Adjusted Basic Pay Used in Funding Calculation 512 h42 393 7720979 54821 414
41 Method Used to Calculate Bonus Fund Adjusted Basepay
42
43 Bonus Funding ($) 108,527 §69,489 539,038
44 - Organization Withhold/Reserve ($) 50 50 50
45 + Additional Bonus Funding ($) 50 50 50
46 Total Bonus Funding ($) $108 527 569,429 30,038
47 - Adjustment Bonus Funding ($) %0 50 %0
48
49 Bonus Funding (% of Base Salary) 1.029% 1.045% 1.000%
50 Bonus Funding (% of Adjusted Basic Pay) 0.865% 0.900% 0.810%
51 - Organization Withhold/Reserve (%) 0.000% 0.000% 0.000%
52 + Additional Bonus Funding (%) 0.000% 0.000% 0.000%
53 Total Bonus Funding (% of Base Salary) 1.028% 1.045% 1.000%
54 Total Bonus Funding (% of Adjusted Basic Pay) 0.865% 0.900% 0.810%
55 Adjustment Bonus Funding (%) 0.000% 0.000% 0.000%
56
57 Bonus Funding Available to Algorithm (%) 5108 527 569,489 539038
58 Bonus Funding Available to Algorithm (% of Base Salary) 1.03% 1.05% 1.00% -
M4 b M Bonus Charts by Group Bonus Charts | Funding Statistics ~~ Funding Charts ] m 4| i

Funding Statistics Worksheet — non-NGA pay pool view
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Funding Charts Worksheet
This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Funding Charts worksheet in 2014.

The Funding Charts worksheet provides bar charts showing the salary increase and bonus funding
percentages for each pay pool. A trend line shows the average funding across the pay pools. The salary
increase portions of this worksheet are hidden when the user imports non-NGA pay pool data.
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Net Draw Analysis Worksheet (NGA ONLY)

This worksheet is only available when data is imported from CWB spreadsheets or CWB export
files.

NEW: There are no new features on the Net Draw Analysis worksheet in 2014.

The Net Draw Analysis worksheet shows net draw results by career group, pay schedule, pay band,
Wildcard, and for the entire population. Net Draw is the difference between the dollar amount an employee
is awarded from the pay pool minus the dollar amount contributed to the pay pool based on the employee’s
base pay all divided by the employee’s base pay.

Net Draw % = (Payout — Contribution) / Base Salary

For example, if a pay pool’s total funding percentage is 5%, then each employee’s contribution is 5% of
their base salary. The amount they take out is their payout amount. So, an employee with a base salary of
$50,000 contributes $2,500 into the pay pool ($50,000 x 5%). If the employee receives a payout of $3,000,
then their net draw is positive. If the employee receives a payout of $2,000, then their net draw is negative.

Net draw is only useful when looking for patterns across groups of employees, and should not be assessed
at the individual employee level.

S — P
X - T —r TIPS Payout Analysis Tool 2013 devl.7 [Compatibility Modem— Terosort Excel T — ]
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat & e o B R
ﬂ_;]lmpon‘. e Hide % Un = 2 gg Inhide % Clear All Filte l sort § MainMenu W Wildcard Stats 3% Customize nh Capture Chart Images

Custom Toolbars

Al - I
A| B c D E F G H | J K L M a
Net Draw Analysis

Net Draw is a measure used to compare the payouts between groups of employees.

= Net Draw % = (Payout — Contribution) / Base Pay
3 Analyzed Population includes employees that both contribute to pay pool funds and are eligible for a payout
4

Number of

Employees Net Draw
5 Analyzred Payout Contribution Base Pay %
b
7 Entire Population: 74 5125441 $150,474 56,644,895 -0.377%
8
9 Pay Pool
10
11 PPOOS 74 5125441 5150474 56,644,895 -0.377%
12
13 Pay Band
14
15 1 2 $1,347 51,544 568,189 -0.289%
16 2 9 $8,352 $11,324 $500,088 -0.594%
17 3 28 $46,720 48,680 52149718 -0.091%
18 4 30 $54,805 $74,933 $3,309,038 -0.608%
19 5 5 $14.217 $13,991 $617,862 0.036%
20
21 Rating
22
23 1 2 50 $3,003 $132,627 -2.265%
24 2 2 50 §3,829 $169,070 -2.265%
25 3 27 $23,751 $57,367 $2533,319 -1.327%
26 4 32 570,864 $61,791 $2,728,673 0.333%
27 5 1 530,826 $24 484 $1,081,206 0.587% l
M 4 » W[ Funding Statistics .~ Funding Charts | Net Draw Analysis .~ Net Draw Charts ¥ " []«[ w | s |
PE— |fcmlmm M amnme ¢ r Ol

Net Draw Analysis Worksheet
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Net Draw Charts Worksheet (NGA ONLY)

This worksheet is only available when data is imported from CWB spreadsheets or CWB export

files.

NEW: There are no new features on the Net Draw Charts worksheet in 2014.

The Net Draw Charts worksheet provides visual representation of the net draw results by pay band, rating,
work category, work role, occupational series, rating official, reviewing official, organization, and wildcard.

Groups that plot below the axis have contributed more than their payout, while the opposite is true of those
groups that plot above the axis.
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Net Draw Charts Worksheet
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Capturing DPAT Charts and Exporting to PowerPoint or Excel

The Capture Chart Images button on the toolbar allows you to select any or all of the charts within the
DPAT and automatically export them into Excel or PowerPoint. Select the chart(s) you wish to export,
select either Excel or PowerPoint in bottom left-hand corner, and select the Generate Charts button.

Waorksheet Name

Capture Charts
sptore Chars o

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

S50)

Chart Title

All Worksheets

Rating Charts

Rating Distribution by Group
Payout Charts

Salary-Bonus Charts by Wildcar
Bonus Charts
Funding Charts

— Application Options
% paste into Excel
" Pasteinto Powerpaoint

Percent Receiving Bonus by Pay Band -
Mean Bonus & by Pay Band
Mean Bonus % of Midpoint by Pay Band
Percent Receiving Bonus by Rating
Mean Bonus %e of Midpoint by Rating
Percent Receiving Bonus by Work Cat
Mean Bonus & by Wark Cat
Mean Bonus %6 of Midpoint by Waork Cat
Percent Receiving Bonus by Work Role
Mean Bonus 5 by Work Raole
Mean Bonus %6 of Midpoint by Work Role
Percent Receiving Bonus by Occ Series —_
Mean Bonus § by Occ Series
Mean Bonus % of Midpoint by Occ Series
Percent Receiving Bonus by Rating Offical
Mean Bonus § by Rating Official
Mean Bonus %% of Midpeint by Rating Official
Percent Receiving Bonus by Reviewing Offical
Mean Bonus § by Reviewing Official _ﬂ

Select Al | Deselect Al |

Export Charts | Cancel |

Capture Chart Images
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Helpful Hints

Copying and Pasting Data from Worksheets

To copy data from the DPAT into another Excel spreadsheet, first select the cells you want to copy. Next,
select Copy from the Edit menu. Then open the spreadsheet you want to copy the data into, and select Paste
Special from the Edit menu. Finally, choose Paste 1Values and select OK. You may also select Paste Special a
second time at the same location and choose Paste Formats. This second step will keep the data looking just

as it does in the DPAT.

E
i e Edk  Wisw Inssrt Formet  Took  Dsta  Window  Live Mesting  Help  Adobs FDF

NEEABS IR PE S B S o8- E 0 - © 5 EE

HEES
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Al - 5

] Paste Special

— Paste
.1 3 O al

() Eormulas

17 O Format
18 O Comments
19 Operation
20 (*) None

1 [OF
() subtrack

[] Skip blanks

O validation
O Al except barders
() Colurnn widths

() Farmulas and number Formats

() values and number formats

O Multiphy
) Divide
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AN "\ Sheet1 /
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Pasting Data into another Excel Spreadsheet
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APPENDIX 1: Definitions

Mean — is the value obtained by dividing the sum of a set of quantities by the number of quantities in the
set. For example, if there are three DCIPS ratings of 3, 3, and 5, the arithmetic mean of the ratings is their
sum (11) divided by the number of ratings (3), or 3.66.

Median — is the middle number in a given sequence of numbers, or the point at which half of the values are
above and half below. For example, in the following set of DCIPS ratings — 3, 3, 3, 3, 3, 4, 4, 5, 5, 5, 5 — the
median value is 4.

Net Draw — is the ratio of the amount of money an employee contributes to the pay pool versus how much
they take out.

Net Draw % = (Payout — Contribution) / Base Salary

For example, if a pay pool’s total funding percentage is 5%, then each employee’s contribution is 5% of
their base salary. The amount they take out is their payout amount. So, an employee with a base salary of
$50,000 contributes $2,500 into the pay pool ($50,000 x 5%). If the employee receives a payout of $3,000,
then their net draw is positive. If the employee receives a payout of $2,000, then their net draw is negative.

Wildcard — open, unprotected columns in the DPAT that are used to hold data or equations. Wildcard
columns in the Data worksheet can be used to define sub-sets of the data (e.g., geographic locations,
divisions, teams or departments) to generate statistics and charts for those groups in numerous worksheets
in the application.
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APPENDIX 2: Using the DPAT with Excel 2003

Enabling Macros

The DPAT is currently developed in Excel 2003 to maintain compatibly with users of previous versions of
Excel. Excel 2007 and 2010 have quite a few differences compared with previous versions. One of the most
significant is enabling macros. The main part of this user guide discussed enabling macros in Excel 2007 and
2010. This appendix discusses enabling macros and using security settings in Excel 2003.

Each time you open the CWB spreadsheet, the macros must be enabled for the spreadsheet to operate
properly. In most cases, when you open the spreadsheet you receive a security warning as shown below. To
enable the macros, select Enable Macros, and the spreadsheet opens and operates normally.

E5 Microsoft Excel

P Fle Edit iew Inset Formab  Tools Data  Window  LiveMeeting  Help  Adohe PDF
- f

Security Warning

“E:\Compensation Workbench 2008 3.0.xls" contains macros.

Macros may contain viruses. It is usually safe ko disable macros, but i the
macros are legitimake, wou might lose some Functionality,

L Disable Macros ] [ Enable Macros ] [ More Info

If the security setting in Excel is set to either High or Very High, Excel automatically disables the macros in
the spreadsheet. You can recognize this because 1) you are not prompted to enable the macros in the
spreadsheet, and 2) the spreadsheet is not operating propetly (e.g., links are non-responsive, the tool-bar
does not appear). If this occurs, do the following (Excel 2003 only — for instructions in Excel 2007, please
see the Opening the Spreadsheet and Enabling Macros in Excel 2007and 2010 section on page 9 of this

guide).

e  Open Excel

e From the Tools Menu, select Macro = Secutity
e Change the security level to Medium

e C(Close Excel

e Recopen the spreadsheet

e Sclect Enable Macros, when prompted

If you do not have the administrative rights to set the security level on your computer, contact your I'T
department for assistance.
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Select the Medium security level

Saving in Excel 2003 format

ALWAYS save the DPAT in compatibility 97-2003 (.xls) format. Simply clicking the Save icon = in the
upper left corner of the screen will accomplish this. You also may save the tool as a .xlsm (Macro-Enabled
Worksheet) file; however, most DoD computer system configurations do not allow these files to be sent via
email or to be opened with macros enabled. Check with your local system administrator before attempting
to save the tool as a .xIsm file.

NEVER save the DPAT in either 2007 (xIsx) format. Doing so will cause irreparable harm to your
spreadsheet and you will have to start over with a blank DPAT.
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