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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



2

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 Tools allows 
users to build their own extract-like file 
to import into the CWB, if necessary.  

Presenter
Presentation Notes
This graphic represents the DCPDS CWB Extract process. 
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Request CWB Extract File

2nd - Select Request CWB Extract File under the CIV Pay Pool Administrator menu

1st - Select CIV Pay Pool Administrator from the Navigator menu

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”.  

Presenter
Presentation Notes
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

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

Presenter
Presentation Notes
Select your choices and click on the “Submit Request” link. 
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Wait for DCPDS to
Generate the File

Select the “Refresh” button until Phase status changes from “Pending or 
Running to Completed” an icon appears under Output

Presenter
Presentation Notes
If may be necessary to click on the “Refresh” button a few times.
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Save the Extract File

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

Save the file on your computer, wherever you keep your CWB

Change the name of the file to something more descriptive. 

Presenter
Presentation Notes
Follow the steps outlined in the slide.
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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

Presenter
Presentation Notes
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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Enabling Macros

Presenter
Presentation Notes
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 messageSelect “Enable this content”Select “OK”
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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 below

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. 



Importing Data

Once data is successfully imported, SAVE file 
(rename).  

Presenter
Presentation Notes
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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