DCIPS

[E—— DCPDS CWB Extract

How to Order a CWB Extract via
the Defense Civilian Personnel
Data System (DCPDS) and Upload

it into the Compensation
Workbench Tool
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Step 1 Pay pool administrators can download
Pay pool data extracted their pay pool data from DCPDS
from DCPDS
Each employee in the pay pool must
have the correct pay pool identifier
Pay Pool
Extract File Extract file includes fields such as first
(pipe-delimited text file) and last name, base salary, pay band,
organizational information,
occupational series, performance
Step 2 ratings...
Pay pool data imported
into the CWB spreadsheet The Data Extract Creation Tools allows

CWB users to build their own extract-like file
to import into the CWB, if necessary.
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Presentation Notes
This graphic represents the DCPDS CWB Extract process. 
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Request CWB Extract File
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Insuance and Flesahle Spending Accound
For Command Administrators:
Select the “DCIPS Command Extract Administrator” responsibility;

Navigate to “View/Print Performance Management Reports”

Enter “DCIPS Command CWB Extract” in the Report Name for selection of
multiple pay pools by “Agency Group”.
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Steps the Pay Pool Administrator or Pay Pool Managers follows to request a CWB Extract.  This extract will be uploaded into the CWB.
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Enter Pay Pool Information
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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

Cancel
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Select your choices and click on the “Submit Request” link. 
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Performance Appraisal Application (PAA)

Version 3.0
ICE MyBiz ICE PAA W3 Home Logout Preferences Oracle Help

Requests

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

Qutput lcon: Review report information

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

< (_Refresh JTIPAlick "Refresh™ to update the phase of the process execution
Request ID, Status Process Name Phase | Details Qutput I
6708964 o DCIPSSQTTEST (Download CWB Extract) Completed @L‘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 spreadshest.

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

Select the “Refresh” button until Phase status changes from “Pending or

Running to Completed” an icon appears under Output
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If may be necessary to click on the “Refresh” button a few times.
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File Edit View Favorites Tools Help
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Performance Appraisal Application (PAA)
Version 3.0

ICE MyBiz ICE PAAW3 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 JTIP: Click "Refresh” to update the phase of the process execution

Request ID Status Process Name Phase Details Output I

6708964 ‘, DCIPSSQTTEST! (Download CWB Extract) Completed = 7
Open Link
Right click on the Output lcon and s L file or
Open Link in New Window to view e T I = ust be
saved as a text file in order to be img Open Link in New Window nmend
you over-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-diry Runilaiget
Show Picture

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

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

Go to My Pictures

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

Set as Background

Save the file on your computer, wherever you keep your CWB cor
Change the name of the file to something more descriptive. Addt Eovoritee.

Properties
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Follow the steps outlined in the slide.
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CWRB Extract File and CWB
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Organize - Burn MNew folder
i Favorites = }% i@ . =
BE Desktop il il \
% Downloads DCIPS2013 DCIPSCWE  DCIPS  DCIPS CWE
| Recent Places TRAIMIMNG 2013 Payout 2013
Sample TRAIMNING Analysis TRAINING
Import no... WEFSIon Tool 2013... Samplel..
2 Libraries
“i| Documents
o Music Save the CWB Extract File and the CWB
| Pictures spreadsheet in the same folder on your computer
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CWB Extract file must be saved in the same folder as your CWB Tool.  The CWB Tool “Import” function will only search within the same folder the CWB Tool is saved in.
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!. Secuiity Warning  Some active content has been disabled. Click for more details, Enable Content "
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2 DCIPS Compensation Workbench (CWE)
; DCIPS
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DT VLU NLEDE informetion profected by the Frivacy Act of 1574
PR T
4
This application will help DGIPS arganizations canduct the DCIPS pay pool mcess_@ 1
5
3]
- How to use this spreadsheet:
Step 1: lmport your pay pacol s data into the spreadsheet. Remember that your data file must be in the same
folder as the spreadshest The spreadsheet will then imoort wour deta and display a confirmation
8 mes3age when complete 7 Check f NGA pay pocl
Step 2:  Administrator Only: Enter the pay pools budgel parameters, bonus increment, and administrater B
apligns on the Pay Pool Budget and Selup worksheet. To lock the worksheet, select the lock setup
outton and enter a passweord that you will remember. To unlock the waorksheel, select the unlock setup
- button and enter your password.
Step 3: NGA Only: Reconcile base pay increase amourts in the Pay
0 for any adjusiments if required.
Step 4:  Determine 2 rating threshold for Bonuses. This threshald ratin LOOk fﬂr Securlty warr"ng bEIOW the Rlbbon
incrarments batween the threshald and a rating of 5 will recaie H
1 . or for Add-Ins tab in the Menu Bar
Step & Rewew dats and charts on the statistics worksheets 1o ensure
consistent
12
Step 6 [ Certify the pay pool results Not Gertified
13
Step 7 Export Employse Data
14
Step B: Generate Employes Notices once the results have been approved by the PRA Employes notice s will
be ganerated in the arder in which they appear in the Pay Poal Panel workshest. I filkers have baen set
notices will only be generated for visible Employees
15
16 Motes and Special Features:
A number of features are accessed through buttons on the custom ool bar These include Import, Export. and
features such as Hide and Sart. The Validste feature is cntical 1o the correct use of the spreadshest. Vithen the -
4 <+ W Instrucoons . Budget and Semup m Bonus Adjustment Summary . Pay Bands - Summary :-;a-u 4] 10l 3 I

Ready | |[EEe 100 (= [] )
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Opening the CWB and enabling Macros.  Click on “Enable Content”.    

Other MS Office version may have different warnings:  
Look for the message under the top menu that says “Security Warning:  Some active content has been disabled”
Select the “Options” button displayed to right of the message
Select “Enable this content”
Select “OK”
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O Data file must be in same folder as the CWB

spreadsheet —

O Make sure “Check if NGA pay pool” is NOT —
Checked on the Instructions Sheet < Current Mode: Non NGA >

How to use this Spl’BadSheet: | * Pay pool data from Personnel Data System?

! o F‘ay pool dats from an existing CWE spreadshest?i

Step 1: Import your pay pool's data into the spreadsheet. Remember that your data file must be in the same

folder as the spreadshee SIEEE r data and display a confirmation ‘
: message when compte. [~ Check if NGA pay pool |

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

Cancel



Presenter
Presentation Notes
Ensure the Current Mode shows “Non-NGA” and choose “Pay Pool data from Personnel Data System”; (this will allow you to import the extract you saved) Click Continue button. 
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Step 1-SalectT Step 2 - Select Fie I 4 | DCIPS CWB 2014 FINAL [Compatibility Mode] = Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat [~ e =
Select file to import data from: Zacopy  @yimport [sfg Export
DCIPS CWE 2012 Sample Import file 1.3.txt
DCIPS CWB 2012 Sample Import file 2.3 txt
NV15000158 020CT12_export txt Neiw Commands| o tintum nolhes =
PP005_020CT12_export.txt - & i
[] A B c D E E H J K L M N o Pa
l 1 GoTo: B
F
3 Budget
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Import ﬂ
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I i Step 1 - Select Type | Step 2 - Select Filg_ Step 3 - Select Employees n Save [E—
Select Employees to Import 77
1 Sort by Last Name Employee |Evaluation| Data successfully imported! 01 OrgiD2Z | Agency |JDA Status| Rating | Lastl
| Ampere Andre-Marie . L} Woeuld you like to save the spreadsheet? Eyond Cyc:.etsnd o
| G| Avogadro, Amedo Z = 7 <1 ™ = = =
Babbage, Charles T

Bacon, Francis “aaB | 10711 | Division1 | Nv27 |"ono012 | s

Banting, Frederick 66966 | 10780 | CC | Division 2 w27 | | emor012 | 22k

: : %636 | 10701 PPO0S Yes | Ves | OFA/AAA | Dwisond | V27 3302012 | 71222

Bacquerel, Amuoina-Hens “eess | o2 | peoes || Ves | Ves | orames | Owaenz | Wvar || smoeniz | se2

0 Bell, Alexander 17603 10718 | PPOOS | Yes | Yes | OFmBEB | Dwision1 Nv27 |"emo012 | 118
] Bemners-Les, Tim 37250 | 10743 | PPOOS Yes | Yes | OFA/AAA | Dwsend | NVZ7 37302012 | V135

Cantor, Georg : [ Yes | Yes | OFACC | Dwison2 | NV27 IEEEEREED
Cavendish, Henry _ | Yes | Ves | OFMCCC | Dwisin2 | WV 93012012 | SIBi2

CGU!Dmh Charles : | 5 | | OFCCC | D'B'l:lﬂZ NV27 93012012 3}'31'2
Daimler. Wilhelm S—
Darwin, Charles R

Descartes, Rene Once data is successfully imported, SAVE file

Dirac, Paul

Edison, Thomas (rename).

|
Cancel | L

KRR EEREEEREREEE

Import Selected

Mote: Helding CTRL+Click selects multiple
Cancel individual files. Holding SHIFT+Click selects
multiple files in a range.
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Select the correct Import Data File; Click Open.

Click on “Select All” an it highlights all the names for you.  Click on “Import Selected:  to populate the sheet.  

Once the data is successfully imported, you will be given the chance to save the spreadsheet.  Click on “Save”.  You can always close the file, with the computer-generated name and then change the name later or you can choose “save As”  and rename it then; it’s up to you.  
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