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Purpose

The Defense Civilian Personnel Data System (DCPDS) is the data system containing human
resource data for civilian personnel in the Department of Defense. This Quick Reference Guide
introduces you to the basic navigation steps and screens necessary to obtain a DCPDS extract file
to be used with the Compensation Workbench (CWB) spreadsheet. The extract file will contain
a list of the employees in the designated pay pool, their personnel data (e.g., name, pay schedule,
pay band, salary, etc.) as well as appraisal information from the PAA. This process will be used
for 2007 mock payouts.

Who should use this guide?

This guide is for Human Resource Specialists’ use only.

EXTRACT PROCESS
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Step 1:

Log into DCPDS. Select the ‘CIVDOD NSPS Extract Administrator’ responsibility.

Navigate to ‘Processes and Reports/Submit Processes and Reports’.

Eil= Edit Wew Faworikes Tools Help

eBack - -Q @ @ :’;j pSearch ‘-z_f\?Favorites @l @v % @ - |_J ﬁ @ ..2

Address |@ htkps: fifred. depds . cpms. osd. mil: 3007

} Department of Defense

MNavigator

3 v Pay Pool Manager CIVDOD NSPS Extract Administrator

JCIVDOD NSPS Extract Administrato Load MSPS Pavout Files

£ My Biz

3 My Warkplace ople o

[ Svstem Administrator ] Enter and Maintain
Federal Maintenance Forms
Process Log (Federal)
Processes and Reports
Subrmit Processes and Reports
Wiew Reguests

Step 2: Select “Single Request’ and click OK.

Step 3:

+ People

+ Federal Mainte
+ Processes and
Load HS5PS Pa

yvou to submit an individual reguest.

® Hegquest Set

Thi you to submit a pre-defined set of

The name of the extract report is ‘CIV NSPS Download Payout Data.” The report name
is auto-populated as soon as the user clicks on the List of Values or partially types the report
name, e.g., “CIV” and presses the ‘Enter’ key.
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Functions

People:

Enter personal and assignment ir

+ People

+ Federal Maintenance Foi
+ Processes and Reports

B Load NSPS Payout Files

. Language Settings... Debuy Options

Atthese Times...
- R GEL Y As Soon as Possible Schedule.

Upon Completion...

i Il Qutput Files

ayout
Print to
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Step 4: Once the report name field is completed, the Parameters pop-up appears.

= Submit Regquest

Hun this Request...

:  |CIV NSPS Download Payout Data

arn 1 American English
—Lanquaqe Settings Debug Opticns
DFﬂrﬂllll—'tl—'l‘

At thes

PP et
= Tl Sthequier
Rating Cy Date —J

-

=i bld663_p0354ps

Step 5: Type the Pay Pool Id or select it from the LOV. ‘PP Id Segment 1’ is the primary Pay
Pool ID. The extract will consist of all employees’ records that match the primary Pay Pool 1D
value to include those identified on a sub-pay pool ID.

Type the ‘Rating Cycle End Date’ or select it from the LOV. The only valid values for this
parameter are 30-Sep-2007 or 31-Oct-2007. The Rating Cycle End Date reflects the ‘as-of’date
which determines which employee records to include in the extract (e.g., which employees were
in the pay pool as of that date) as well as which employee personnel data to pull (e.g., pay pool
ID, pay schedule, pay band, occupational code, basic salary, retained pay flag). Click OK. Click
Submit.

Last Update: 04-04-07, Version 1.0
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CIvV NSPS Download Payout Data

American English
=

PP 1d WEEE CPMS9100
At these Times... Rating Cycle !
SR As Soon as Possible

Upon Completion... =

all Output Fil

e 0A DUMMY_PTR
31-0CT-2007
o ©
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Step 6: Once you’ve clicked on the Submit button, the following screen will appear. Make a
note of the ‘Request ID’ (e.g., 998590 in this case) and the Name (e.g., CIVV NSPS Download
Pay....); you will need this information for later use in the extract process (See Step 12).. Notice
that the Phase indicates the process is ‘Pending’ and the *View Output’ button is disabled.

Note: While the extract process is running, you may opt to close this screen and return to it at a
later time by returning to the Navigator screen, Submit Processes and Reports,/View Requests
and follow Steps 6-14.

© Requests L

Refresh Data Find Reguests Submit a Mew Reguest...

est 1D Parent

Parameters
| CIV¥ NSPS Download Pa CPMS9100, 30-SEP 2007
CIV¥ HSPS Download Pa Completed Hormal DVMZEMAR, 30-SEP-2007
9978563 CI NSPS Download Pa)’l
997881 CIV NSPS Download Paq’ Completed Hormal DVYM28MAR, 30-SEP-2007

Completed Normal DVMZ2EMAR, 31-0CT-2007

|
| 097853 CIvV HSPS Download Pa Completed Mormal CLIFF, 31-0CT-2007
| 997852 CIV HSPS Download Pa]][ Completed Hormal CLIFF, 30-SEP-2007

997816 CIY NSPS Download Paﬂl Completed Hormal CPMS9100, 30-SEP-2007

Step 7: Once the process completes the Phase will change to ‘Completed’ and the View Output
button will be enabled. Click on “*View Output.’

=) Reguests

Refresh Data Find Requests Submit a Mew Request.

Request |D Farent

| MName | Status Farameters

CI¥ HSPS Download Pay Completed CPMS9100, 30-SEP-2007
h 997900 CI¥ HSPS Download Pay ST 2 DVM28MAR, 30-SEP-2007
997883 CIV NSPS Download Pay Completed DVM28MAR, 31-0CT- 2007
997881 CIV¥ NSPS Download Pay Completed Normal DVM28MAR, 30-SEP-2007
997853 CIV HSPS Download Pay Completed Hormal CLIFF, 31-OCT-2007
997852 CIV¥ NSPS Download Pay Completed HNormal CLIFF, 30-SEP-2007
997816 CIV¥ NSPS Download Pay Completed Hormal CPMS9100, 30-SEP 2007
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Step 8: The screen below reflects a sample of the extract results. Data is displayed with pipe
delimiters.

Aiddress ij biktps: fifredns, dcpds, cpms, osd, mil: 8006/04_CGIFNDWRR, exe?temp_id=1499542010

BATE [DAVID 4515112035 CFM39100-44 |TA101 056045765 |Thonas, David 0f3hank,Demnis L(4.50(4|30-MaR-071Padilla, Antonio H|31-0CT-07
BATE WILLIAM|45150|2039|CPM33100-44|Y4|01(0560131527] |Thonas, David 0f3hank,Dennis L13.0013|30-MAR-07|Padilla, intonio H|31-0CT-07
Floth|Karen|z6447| 2036 |CEM39100-44 | TA|02(056038373| |Thonas, David 0|3hank,Demnis LI4.00(4|30-MaR-071Padilla, Antonio H|31-0CT-07
SUHAN | THREE | 361952087 |CEM39100-A4 | TA|02(0560( 55681 | |Thonas, David 0f3hank,Dernis LI3.00|3|30-MaR-071Padilla, Antonio H|31-0CT-07
Johan|Airforced| 4253212093 | CPM3100-44 | YA 020560 59664 |Thonas, David 0f3hank,Dernis LI3.50(3]30-MaR-07|Padilla, intonio H|31-0CT-07

The extract file consists of the following data elements:

Line
No.

Data Element

As-of-Date/Clarification

1

LAST_NAME

System Date

FIRST_NAME

System Date

EMPLOYEE_NUMBER

System Date

2
3
4

APPRAISAL_ID

The employee could have multiple NSPS Performance Plans
established. Rules for determining the appropriate NSPS
Performance Plan displayed are as follows:

e The Appraisal Type equals either “Annual Appraisal —
NSPS” or “Early Annual — NSPS”.

e Performance Plan Phase is not equal to “Closed”

e The Appraisal Effective Date equals “01-Jan-2008".

If there is no performance plan for the employee in the PAA, this
column will be blank.

PAY POOL_ID

As of the date in ‘Rating Cycle End Date’ parameter.

PAY_SCHEDULE

As of the date in ‘Rating Cycle End Date’ parameter.

PAY_BAND

As of the date in ‘Rating Cycle End Date’ parameter.

OCCUPATIONAL_CODE

As of the date in ‘Rating Cycle End Date’ parameter.

O ||| 01

BASIC_SALARY

As of the date in ‘Rating Cycle End Date’ parameter.

[ERN
o

RETAINED_PAY_FLAG

As of the date in ‘Rating Cycle End Date’ parameter. This field
will only populate with a “Yes’ if the employee is entitled to Pay
Retention. If the Pay Rate Determinant in DCPDS equals 4-Pay
Retention or R-SES Pay Retention then, this field will be
populated with “Yes’ in the column; otherwise, this field will be
blank.

11

RATING_OFFICIAL_NAME

Auto-populates with the Rating Official located in the
employee’s NSPS Appraisal module record that fits the following
criteria;: NOTE: If multiple Performance Plans have been
created select the most recent entry.

e Appraisal Type equals “Annual appraisal-NSPS or

“Early annual-NSPS”
e Performance Plan Phase is not equal to “Closed.”
e Appraisal Effective Date equals “01-Jan-2008”.

Last Update: 04-04-07, Version 1.0
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Line
No.

Data Element

As-of-Date/Clarification

o If there is no performance plan for the employee, this
column will be populated with the name of the
supervisor reflected in the Self Service Hierarchy (SS
SUPV <Name of Supv>).

12

SUB_PAY_POOL_MGR_NAME

System Date. If this value is blank, then the employee is not
assigned to a sub-pay pool ID, instead they are assigned to the
primary pay pool ID (segment 1).

13

AVERAGE_SCORE

Extracted from the Performance Plan/Appraisal with Appraisal
Eff date of 01-01-08. Auto-populates with the Average Score
located in the employee’s NSPS Appraisal record that fits the
following criteria: NOTE: If multiple Performance Plans have
been created, select the most recent entry:

e Appraisal Type equals “Annual appraisal-NSPS or

“Early annual —-NSPS”
e Performance Plan Phase is not equal to “Closed”.
e Appraisal Effective Date equals “01-Jan-2008.”

If this field is blank, the employee’s objectives in the appraisal
(PAA) have not been assigned a rating.

14

RECOMMENDED_RATING

Extracted from the Performance Plan/Appraisal with Appraisal
Effective date of 01-01-08. Auto-populates with the
Recommended Rating located in the employee’s NSPS Appraisal
module record that fits the following criteria: NOTE: If multiple
Performance Plans have been created select the most recent
entry:

e Appraisal Type equals “Annual appraisal-NSPS or

“Early annual-NSPS”.
e Performance Plan Phase is not equal to “Closed.”
e Appraisal Effective Date equals “01-Jan-2008.”

If this field is blank, the employee’s objectives in the appraisal
(PAA) have not been assigned a rating.

15

EXTRACT_DATE

System Date

16

PAY_POOL_MANAGER_NAME

System Date. If this field is blank, then there has not been a Pay
Pool Manager’s name included in the Pay Pool Hierarchy in
DCPDS.

17

RATING_CYCL_END_DATE of
the Pay Pool

As of the date entered in “Rating Cycle End Date” parameter.
This date should reflect the same date the user preparing the
extract input in the parameter field for ‘Rating Cycle End Date’.

Last Update: 04-04-07, Version 1.0
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Step 9: The CIV NSPS Download Payout Data report needs to be saved as a text file in order for
the Pay Pool Manager or the Pay Pool Administrator to import the file into the CWB
spreadsheet.

Note: Please advise the Pay Pool Manager or Pay Pool Administrator to save the file in the same
sub-directory as the CWB spreadsheet.

To save the file, click on File then select ‘Save As.’

| https: /ifredns. dcpds.cpms.osd.mil: BOO6/0OA_CGI/FNDWRR.exe?temp_id=572941076 - Microsoft Internet Explorer

dit  Wiew Faworites  Tools  Help
t= » . -
Y
Open... Chel4+0 Lal | -

-~ i ;
! Search ‘:;_:/Favorites {‘} - i = ] /ia ‘i‘i

ms.osd,mil: 3006/04_CGIfFNDWRR, exeftemp_id=572941076

CPMS0100-A4k| TA|01|0560(|45765| | Thomas, David O|Shank,Dennis L|4.50|4|06-APR-07|Padilla, Antonio
O] CPMS9100-44| YA|01|0560|31527] | Thomas, David O|Shank,Dennis L|3.00|3|06-APR-07|Padilla, Antoni
Print... Chrl+P | CPMS0100-AL| YA| 02 |0560| 38973 | | Thowas, David O|Shank,Dennis L|4.00|4|06-APR-07|Padilla, Antonic
Print Preview, . | CPMS9100-AL| YA| 02 |0560| 55661 | Thowas, David O|Shank,Dennis L|3.00|3|06-APR-07|Padilla, Antonic
2093 | CPMS9100-44| YA| 02 |0560| 59564 | Thomas, David O| Shank, Dennis L|3.50|3|06-APR-07|Padilla, 4int

Page Setup...

Send »
Import and Export...

Properties
Wark Offline
Close

10
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The system will auto-populate the file name as CIV_NSPS_Download_Payout_Data_+ system
date in ‘ddmmyy’ format. 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’ (e.g., ). Click on Save.

Save Web Page

Savein: | () NSPSSPREAD vl O 2 = E

|'.3=_w] CIY_MSPS_Download_Payout_Data_ 091106, kxk

'_2_ I'é_w] AF1Q0OMNOYIGexpork ExE

ky Recent
Documents

Gl

Desklop

\$

My Docurments

by Computer

File name: I:ZI"-.-" FMSPS Download Pawout Data 060407 | Save
MyMetwork  Save astype: | Test File [t v

E ncoding: |'-.-'-.-'estern European (Windows) w |

@

11
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Save in: | = Mew Download

ky Recent
Documents

=

s

Desktop

\$

ky Documents

-

ky Computer

@ﬁ

kg Metworl

v| € 5 A

File name:

Sawve az type:

navv01nsns1NDFC2006F xtract tx

Save

Text File [*.tut)

l Cancel J
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Step 10. Close the Extract by clicking the “x” in the upper right-hand corner

CIrX

a https:{ifredns.dcpds.cpms.osd.mil:B006/0A CGI/FNDWRR.exe?temp_id=572941076 - Microsoft Internet Explorer
File Edit View Favorites Took Help

€] & |ﬂ @ __lj }..\JSearch \‘}‘/I'\'(Favorites {‘E (R kﬁ — D‘s’icufﬂss 3

Address |®j https:){fredns.dopds. cpms,osd.mil; 300604 _CGLFNDWRR, exeftemp_id=572941076 v| G0 Links **

BATE|DAVID|45151|2095| CPHS9100-A4| YA| 01| 0560|45765| | Thowas, David O Shank,Dennis L|4.50|4|06-APR-07|Padilla, Antonio H|30-SEP-07
BATE| WILLIAM|45150| 2099 | CPHS0100-44| YA|01|0560|31527| | Thowas, David O|Shank,Dennis L|3.00|3|06-EPR-07|Padilla, Antonio H|30-SEP-07
Floth|Karen|26447|2096| CPHSG100-A4| YA| 02 |0560| 38973 | | Thowas, Dawid O] Shank,Dennis L|4.00|4|06-APR-07|Padilla, Antonio H|30-SEP-07
SOHAN| THREE| 36195|2097| CPHSS100-44| YA| 02 |0560| 55601 | Thomas, David O] Shank,Dennis L|3.00|3|06-AFR-07|Padilla, Antonio H|30-SEP-07
Sohan| Airforced|42921|2093 | CPMS9100-Ak| YA|02|0560|53864| | Thomas, David O| Shank,Dennis L|3.50(3|06-4PR-07|Padilla, Antonio H|30-SEF

13
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Step 11: The following screen displays: Next, close this form by clicking the “x in the upper
right-hand corner.

=

Parent

P ] : s =
Completed Hormal CPMS9100, 30-SEP-2007
I 997900 CIVY NSPS Download Completed Normal DVM2ZBMAR, 30-SEP 2007
997383 CIVY NSPS Download Completed Normal DVM2ZBMAR, 31-0CT-2007
997381 CIVY NSPS Download Completed MHormal DVM28MAR, 30 SEP 2007
997853 CIV NSPS Download Completed MNormal CLIFF, 31-0CT-2007
997852 CIV NSPS Download Completed MNormal CLIFF, 30-SEP-2007
997316 CIWY NSPS Download Completed Hormal CPMS9100, 30-SEP-2007

Step 12: Review the Process Log. Click on Federal Maintenance Forms, then Process Log
(Federal).

Functions
Federal Maintenance Forms:Process Log (Federal)

Federal HR Process Log

- People Top Ten List

Enter and Maintain
- Federal Maintenance Forms
-]
- Processes and Reports
Submit Processes and Reports :]
Yiew Hegquests
Load NSPS Payout Files

14
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Step 13: Query the Program Name using the F11 key. Enter the Program Name and the
Request ID from Step 6 (e.g., CIV%998590%). Complete the query by entering Ctrl/F11. Note:
This verifies the download is successful. Next, close this screen.

Program Name [NSPS Dwmld PayData 995590 . | poe AL

Message

Log Text

Log Text
| 5 records selected for download for Pay Pool 1D : CPMS9100
o i

Step 14: Congratulations! The extract process is now completed. You have the extract file
ready to be imported into the CWB spreadsheet to conduct pay pool panel decisions. This
extract process can be executed as often as needed to assure pay pool panels have up-to-date
human resource information. Please refer to the Compensation Workbench Application User
Guide located at www.cpms.osd.mil/nsps website (Readiness Tool - DOUBLE CHECK
LOCATION) to assist you with the CWB spreadsheet process.

15
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THINGS TO CONSIDER

Extract/Download. Having multiple performance plans/appraisal records increases the chance
that the wrong record will be updated. Where multiple performance plans/appraisals exist or
dates are questionable, contact the rating official to determine the appropriate action to take.

If the employee has two performance plans/appraisals effective 01 Jan 2008 and one has a
recommended rating and the other does not, the extract process will download data from the one
that has a recommended rating. If both performance plans/appraisals have a rating, the extract
process will populate the recommended rating of record from the most recently created
performance plan/appraisal record with an effective date of 01 Jan 08.

If the employee has performance plans/appraisals with effective dates other than 01 Jan 2008, the
extract process will not download the recommended rating and appraisal ID for those records.
Only appraisals with effective date of 01 Jan 08 will be used in this process.

The extract process will pull in the data for an employee who receives an Early Annual Appraisal

as long as the appraisal effective date is 01 Jan 2008 and the employee was in the pay pool at the
end of the rating cycle.

Assistance. If you experience difficulties with the Extract process, contact your HR specialist.

16
Last Update: 04-04-07, Version 1.0



	 THINGS TO CONSIDER
	If the employee has two performance plans/appraisals effective 01 Jan 2008 and one has a recommended rating and the other does not, the extract process will download data from the one that has a recommended rating.  If both performance plans/appraisals have a rating, the extract process will populate the recommended rating of record from the most recently created performance plan/appraisal record with an effective date of 01 Jan 08.
	If the employee has performance plans/appraisals with effective dates other than 01 Jan 2008, the extract process will not download the recommended rating and appraisal ID for those records.  Only appraisals with effective date of 01 Jan 08 will be used in this process.
	The extract process will pull in the data for an employee who receives an Early Annual Appraisal as long as the appraisal effective date is 01 Jan 2008 and the employee was in the pay pool at the end of the rating cycle.

