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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 rating information from the PAA.  This process will be used for 2007 mock 
payouts. 
 
 
Who should use this guide? 
This guide is for NSPS Pay Pool Administrators or Pay Pool Managers that have been 
assigned the CIVDOD Pay Pool Administrator or CIVDOD Pay Pool Manager 
responsibility in DCPDS.
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Extract File Process  
 
Step 1. Log into Self Service by entering Username and Password. 
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Step 2.  Select the appropriate role.  (CIVDOD Pay Pool Administrator or CIVDOD Pay 
Pool Manager). 
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Step 3.  Select ‘Request CWB Extract’ to begin the download process.   
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 Step 4.  Input a unique ‘Process Name’.  Make record of this name, this will be your 
identifier when you go in to ’View Previous Request’ displayed in Step 2 of Viewing 
Previous Request, below.  One method of assuring that the process name is unique is to 
include the Pay Pool ID and the date. 
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Step 5.  Input Segment1 of your Pay Pool ID in the text box titled ‘PP Id Segment1’, if 
you are unsure of the Pay Pool ID Segment1 click on the flashlight icon, this will provide 
search capability.  Segment1 of the Pay Pool ID will provide all records for all employees 
including those that are in any sub pay pools.  
 
Note:  You will only be able to retrieve data for Pay Pools where you are assigned as a 
Pay Pool Manager or the Pay Pool Administrator. 
 

 
 
Step 5a. You can type in a partial name, the % sign or click in the text box and hit enter.  
All three options will provide a list of Pay Pool IDs. If you type in a partial name or use 
the % sign you must click on the ‘Go’ button to execute your search. 
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Step 5b.  Once you determine the Pay Pool ID Segment1 you will be using click in the 
radio button in the select column and click on the Select button. 
 

 
 
Step 6.  Select the appropriate Rating Cycle End Date from the drop down list provided 
in the text box.  
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Step 7.  Click on the ‘Submit Request’ button to execute the process. 
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Step 8.  You are now at the ‘Requests screen’.  Here you can monitor the status of your 
requests.  Click on the ‘Refresh’ button until the Phase reflects ‘Completed’.  Once the 
process has completed the Output icon is made available and your data is ready for 
downloading. 
 

 
 
Step 9.  Right click on the Output Icon and select ‘Save Target As’ to download extract 
file or select ‘Open Link in New Window’ to view extract file prior to downloading.  
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Step 9a.  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 
spreadsheet.  This completes you extract download process. 
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Extract File Sample: 
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View Previous Requests 
 

Step 1.  Select ‘View Previous Requests.’   
 

 
 
 
Step 2.  Select the Process Name you wish to view.  The process name was given in Step 
4 above when describing steps to ‘Requesting CWB Extract File’.    
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Step 3.  If you do not know the name of your file click on the drop down menu provided 
under ‘View’.  Select on of the views and click on the ‘Go’ button.  
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This is a view of Completed processes.   
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Considerations 
 

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