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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
payoults.

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.




Extract File Process

Step 1. Log into Self Service by entering Username and Password.

Login

OFFICIAL LS, GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
** *WARNING * * * WARNING * * * WARNING * * * WARNING * * *
Unauthorized aceess to this US Government computer system and sofware 1s prohibited by Title 18, U3
Code, Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthorized use is a
felony, which is punishable by a 10,000 fine and up to ten years in jail. Do not discuss, enter, transfer,
process, or transmit data of greater sensitivity than sensitive-unclassified. Using this system constitutes
consent to security testing and monitaring
Privacy Act Statement
Authorities: 9 USC 307, Department Regulations, Title 5, USC Chapters 11,13, 29, 31, 33, 41, 43,91,
53,55, 61,683,72,75, 83, and 99, and Executive Order 9397

Furposes: & T authenticate the identity of individuals seeking access to their personnel data for

purposes of ensuring that only autharized persons may process applications and

wiew data pertaining to them

* Tao permit authorized individuals to view their data for purpose of verifying its accuracy
and to update the data when itis not current or is inaccurate

* To audituser access to ensure that access is only granted to users that are
authorized access to the information.

Routine To & Federal, state, or local agency, as necessary and when the intended disclosure is Tor

Usges: a purpose compatible with the purpose for which the information was collected, on
personnel and related matters involving the individual about whom the inforrnation
pertains.

Disclogure:  Woluntary. Failure to provide the requested information will resultin a delay or termination
ofyour regquest. Ifyour request is terminated, you will not be able toview and veriy your
data and you will not be able to update your data via this website.

o _/

Userame | Koo

Password |essseccsss

—
| Login




Step 2. Select the appropriate role. (CIVDOD Pay Pool Administrator or CIVDOD Pay
Pool Manager).

! Department of Defense

MNavigator

[ Application Developer Fleasze select a responsibilty .
[23 ¢V Alternate Pay Pool Administrator

23 .l Alternate Pav Pool tanager
Z’E 5 MZPS Process NTministrator

23 CIv Pay Pool Administraid

3 i Pay Pool Manager




Step 3. Select ‘Request CWB Extract’ to begin the download process.

Department of Defense

Disgr
Mavigator
[ Application Developer CIV Pay Pool Administrator
3 CIV Alternate Pay Pool Manage Pay Pool Members m
Administrator Manage Pay Pool [Ds
(3 CIV Alternate Pay Pool Manager NEPS Appraisals
(3 CIV NSPS Process Administrator 1 or Administrators
BRJCIV Pay Pool Administrato Reguest CWH Extract File
C3 CIv Pay Pool Manager e Frew Els
| |




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.

& F1

) 2§ CWB Download Payout Data - Microsoft Internet Explorer [ZI[E”EI
File Edit ‘“iew Favorites Tools Help 'l.;k

« LS |ﬂ @ ._;j /T\'Searth ‘i\:__(Favnrites & r- :7 M- 3

Address |-§‘I http: {{barney. dcpds. cpms. osd . mil: B002{0A_HTMLIRF. jsprfunction_id=10Z216518resp_id=515158resp_appl_id=8301&=ecurity_group_id=02ang_co V‘ Go Links *

Department of Defense
I Diagnostics Home Logouwt Preferences Personalize Page

.‘ CWB Download Payout Data

* Indicates required field

|' * Process Mame |I_e_s_t1_ ‘ @ TIP Recarnmend Narme be Unigue
* PRI ey gf

* Rating Cycle End Date | V|

(cancel ) [ Submit Reguest

Diagrostics | Home | Logout | Preferences | Personalize Page

Copyright () 2005, Oracle. Al rights reserved.

. 5
8 About this Page Privacy Statement
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Step 5. Input Segmentl of your Pay Pool ID in the text box titled ‘PP Id Segmentl’, if
you are unsure of the Pay Pool ID Segmentl click on the flashlight icon, this will provide
search capability. Segmentl 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.

i 23 CWB Download Payout Data - Microsoft Internet Explorer,

File Edit ‘Wiew Fawvorites Tools Help

eBack M > | |ﬂ @ ;j /l__\J search “}f:(Favorites ﬁ‘} [_:v .:\_7 (] - _J ﬁ :’&

Address |@ http:f{barney . dcpds. cpms. osd. mil: 3002/ 04_HTML/RF . jsprfunction_id=1021651&resp_id=518188resp_appl_id=8301&security_group_id={

Department of Defense

Diagnostics Home Logout Pi

CWB Download Payout Data

= |ndicates required field

* Process Name |Test1 | @ TIP Recommend Marme be Unigue.
x PP Id Segment! || &
* Rating Cycle End Date ( >

Diagnostics | Home | Logout | Preferences | Personalize Page
Copyright (o) 2005, Cracle. Al rights reserved.

About this Pace

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.

i 2 Search and Select List of Values - Microsoft Internet Explorer,

Search and Select: PP Id Segment1
Cancel | | Selsct )

Search
E Ue In the text field, then select the Go button. You the "%" as a wildcard.
arch By | Pay Pool ID v (% |(se)
Results
Select Quick Select Pay Pool ID Description

Mo search conducted.
About this Page

———
cancel | Select |




Step 5b. Once you determine the Pay Pool ID Segmentl you will be using click in the
radio button in the select column and click on the Select button.

B & Search and Select List of Yalues - Microsoft Internet Explorer

Search and Select: PP Id Segment1

Cancel | | Select |

Search
Enter a value in the text field, then select the Go button. You may use the "%" as a wildcard. |
Search By | Pay Paol ID v |[% |(se) B
Results
Select Quick Select Pay Pool ID Description
O = BRUCE
O = CARRIE
= NEIL
i = TRUMP
e @] = bp-cancel Testing 00
i @] = bp-tst del testing de
o = bp-tst-dt Testing da

Step 6. Select the appropriate Rating Cycle End Date from the drop down list provided
in the text box.

i) Department of Defense

Diggnostics Home Logout Preferences Personalize Page

CWB Download Payout Data

ol = Indicates required field

| Cancel | | SBubmit Reguest

* Process Name @ TIP Recommend Mame be Unigus.
= PP Id Segment! [TRUMP rd

30-5EP-2007
31-0CT-2007

= Rating

Dy atics

offie | Logout | Preferences | Personalize Page
Copyright () 2005, Oracle. Al rights Pe

Shout th L] wracle Privacy Statement
About this Page Oracle Privacy Statement




Step 7. Click on the ‘Submit Request’ button to execute the process.

# Department of Defense

Disgnostics  Home Logout Preferences

Personalize Page

CWB Download Payout Data

il > Indicates required field

TRUMP

* Process Name @ TIP Recommend Mame be Unigue

\
By

* PP |d Segrment!
* Rating Cycle End Date

30-5EP-2007
31-0CT-2007

netics | Home | Logowt | Preferences | Personalize Page
Copyright (c) 2005, Oracle. All rights reserved.

About this Page

(_Cancelf)

|_Submit Reguest

Cracle Privacy Statement




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.

Dizgnostics Home Logout Preferences Oracle Help Personslize Page

: Click "Refresh” to update the phase of the process execution
Request ID Status |PIOCESS Name ( |Phase \ I Qutput

1010931 4 Test! (CY NSPS Download Payout Data) \Eending /

Right click on the Output 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 CWE spreadsheet. Recommend you
over-write the default value with a naming convention such as: the
walug 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 CWE spreadsheet

Diagnostics | Home | Logout | Preferences | Oracle Help | Personalize Page
Copyright () 2005, Oracle. A1 rights reserved
i Lracle Privacy Stalement
Abniithis Pate Dracle Privacy Statement

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.

) Requests - Microsoft Internet Exploren

Department of Defense

Diagnostics Home Logout Preferences Oracle Help  Personalize Page

Requests
| _Retresh JTIP: Click "Refresh™ to update the phase of the process execution
Request ID| Status IPmcess Mame Plhasa |

1010921 o Testl (CIV NSPS Download Payout Data) Completed
Right click on the Qutput lcon tf Save Target

download extract file or Open Link in Mew YWindow to view extract
file prior to downloading. The file must be saved as a text file in
order to be imported into the CWE spreadsheet. Recormmend you
over-write the default value with & naming convention such as: the
walue in the Pay Pool ID Segment 1 + current date + the word
"Extract", Click on Save. The file should be saved in the same sub-
directary as the CWEB spreadsheest

Diagnostice | Home | Logout | Preferences | Oracle Help | Personalize Page
Copyright () 2005, Oracle. &1 rights reserved.
Oracle Privacy Statemert
bttt P Oracle Privacy Statement
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osoft Internet Explorer

yartment of Defense

Diagnostics Home Logout Preferences

Cracle Help

Personalize Page

lick "Refresh” to update the phase of the process execution

quest D Status

|Proce$ Name

|Pl1ase |

Output |

1010921 2

wracle. All rights reserved.

Test! (Ch NSPS Download Payout Data)

Diagnostics | Hore | Logout | Preferences | Oracle Help | Personalize Page
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download extract file ar Op!

file prior to downloading. The
order to be imported into the
over-write the default value wit
value in the Pay Pool ID Seg
"Extract”, Click on Save. The
directary as the CWE spread;

Right click on the Output I<

Open Link in Mew Windar
Save Target As...
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Save Picture As...
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Cut
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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.

EA Requests - Microsoft Internet Explorer

§ Department of Defense
Diagnostics Home Logout Preferences Oracle Help Personslize Page

Requests
|\ _Refresh JTIP: Click "Refresh” to update the phase of the process execution

Request ID| Status |Process Name |.Phase I 0l‘|l|)lll |
1010981 o Testl (CIv NSPS Download Payout Data) Completed @,@
Rig ick B gn_and select Save Target As to
Gty B3 Ik in Mew Windaw to view extract
RS 25 must be saved as a text file in

B spreadsheet. Recommend you
a naming convention such as: the
nt 1 + current date + the word

k should be saved in the same sub-
et

Save in |@Desktop V| Q & = -

lDMy Documents

a My Computer

My Recent ‘QMV Metwork Places
Documents IEINSPS

E:I appt bype.bxt

Cracle Privacy Statemert

)
i
g

5

Copyright () 2005, Oracle. Al rights resery
About this Page

by Documents

@

by Computer

~
File name [/ _NsF

~—
5 unlo. y B ‘ ( Save >
My Networlk | Save as type: ‘ Text Document v ‘ Cancel

£
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Extract File Sample:

File Edit “iew Favorites Tools Help

) 2 |iL| lELI 7;‘| j..-'Search '\ZII';'Favorltas 6“31 - ;{ 4 }ﬂ $

FNDCPREQUESTVIEWPAGER QEOUTPUT=Y&R - Microsoft Internet Explorer

https:f{fredns dcpds.cpms.osd. mil: 3006808 _CGI/FNDWRR. exeftemp_id=3013879528

- .. . Go Lirks

»

Todd| Kendra| 41353 | 15901 | TRUMP-KEPCHNER | ¥C| 02| 1170|384933| | Kepchner, Carolyn|EKepchner,Carolyn

Myers|Stephanie|41357]1827| TRUMP-KEPCHNER-TODD| TA|0Z | 1170 77593 | | Todd, Kendra|Todd, Kendra
Shelton|Chris|41356| 1483 | TRUNP-KEFCHNER-TODD| ¥A|02|1170|55031| | Todd, Kendra|Todd,Kendra | |

Thomason| Llex|41359| 1478| TRUNP-KEPCHNER-GOERTZ | TA|0Z | 1035 69182 | | Todd, Kendra|Goertz, Tana
Willisws|Craic|41360| 1479 TRUNP-KEFCHNER-GOERTZ | YA| 02| 1035| 71414 | Todd, Kendra|Goertz, Tana

13

Jackson| Kwawe | 41292 | 1915 | TRUNP-ROSS-RANCIC| YA| 03| 0905| 105843 | | Rancic, Bill|Rancic,Bill |4.25|4|17-APR-07| Trump,
Manigauit|Omarosa| 41293 1510] TRUNP-ROSS-RANCIC| TA| 03| 0905| 107626| | Purdue, Relly|Rancie,Bill
Meclain| Troy| 41294 | 1559 | TRUNP-ROSS-RANCIC| YA| 03| 0905 106519 | Purdus, Kelly|Rancic,Bill |4.00(4|17-APR-07| Trump,

MeEnight | Angie| 41361 | TRUMP-EEPCHNER-GOERTZ | YA| 02| 1035 | 78105| | Goertz, Tana|Goertz,Tana ||| 17-APR-07| Trump,

Kepchner | Carolyn| 41352 | 1171 TRUMP| ¥C| 03 |0301| 100677 | | Trump, Donald||5.00(|5|17-APR-07 | Trump, Donald|30-SEP-07
Raitt|Eonnie|44364| 1300 TRUMP| YA|0DZ|0301|40680| |CHIEF, MILITARY||4.00|4|17-APR-07|Trump, Donald|30-SEP-07
Ross| George| 41250| 1170 TRUMF | ¥C |03 | 0205] 108002 | | Towwp, Donald| |3.50(3| 17-APR-07| Trunp, Donald|30-3EP-07
Rancic|Bill|41291|1826| TRUMP-ROSS| ¥C| 03| 0905| 108009 | | Ross, George|Ross, George |5.00|5|17-APR-07| Trump,
Goertz| Tana| 41354 | | TRUMP-KEPCHNER| ¥C| 02| 1035|5092 1| | Kepehner, Carolyn|Eepchner,Carolyn || |17-APR-07| Trwmp

Donald|30-3EP-07
Donald|30-3EP-07

|| | 17-AFR-07| Trwwp, Donald|30-SEP-07

|3.00]3]17-APR-07| Teump ,
| 17-APR-07| Trump, Donald|

|3.00] 3| 17-LPR-07| Trump,
|4.00| 4| 17-APR-07| Trump,

Donald|30-SEP-07
|4.00]4]17-AFR-07| Trump, Donald|30-SEF
Donald|30-SEP-07

Donald| 30-3EP-C
30-3EP-07

Donald| 30-3EP-07

Donald| 30-3EP-C
Donald|30-35EP-




View Previous Requests

Step 1. Select “View Previous Requests.’

Department of Defense

Navigator

[ Application Developer CIV Pay Pool Administrator

3 CIv Alternate Pay Pool Manage Pay Pool Members "
Administrator Manage Pay Pool [Ds

3 CIv Alternate Pay Pool Manager
3 Clv NSPS Process Administrator

mJCIV Pay Pool Administrato

3 CIv Pay Pool Manager

NSFPS Appraisals
Compensation Waorkbench For Administrators
e

YWiew 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’.

2l Requests - Microsoft Internet Explorer

Department of Defense
Dizgnostics Home Logout Preferences Oracle Help Personalize Page

Requests
Wiew | Last24 hours v || Geo

[\ Refresh JTIP: Click "Refresh” to update the phase of the process execution
Request ID| St 55 Nalll e Phase | Output |
1010891 Test1 (CIV NSPS Download Payout Data) Completed

1010413

mmm [ ownload Payout Data) Completed
1010412 testd (CV NSPS Download Payout Data) Completed
1010408
1010406
1010404

1234 (v NSPS Download Payout Data) Completed

v
3

1010409 v 123 (C MSPS Download Payout Data) Completed
v
20 w0l 1111 (CY NSPS Download Payout Data) Completed
s

11096 (CIV NSPE Download Payout Data) Completed

Right click on the Output 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 rust be saved as a text fils in
order to be impaorted into the CWB spreadsheet. Recommend you
ovar-write the default value with a naming convention such as: the
valug 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

Diagnostics | Home | Logout | Prefersnces | Oracle Help | Personalize Page
Copyright (c] 2005, Oracle. All rights reserved

LE] Oracle Privacy statement
About this Page Oracle Privacy Statement
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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.

2l Requests - Microsoft Internet Explorer

Department of Defense
Diggnostics  Home Logout Preferences Oracle Help  Personalize Page

Last 24 haurs ¥ \Go
\ReE e mnleted frejh™ to update the phase of the process execution
m tatus |Process Name Phase | Dutput |
Pending Test! (CIV NSPS Download Payout Data Completad 5
Running // Y ¢ ! ) p &0
v ramrm (CIY MSPS Download Payout Data) Cornpleted @[j
1010412 o testd (CIV NSPS Download Payout Data) Completed @.'"g
1010409 & 123 (CIW WSPS Download Payout Data) Completed @v’r:l
1010408 v 1234 (Clv NSPS Download Payout Data) Completed @,l'j
1010406 v oo 1111 (Sl NSPS Download Payout Data) Completed @.I’j
1010404 i 11096 (CIV NSPS Download Payout Data) Completed @,l'j

Right click on the Output lcon and select Save Target As to
download extract file or Open Link in Mew YWindow to view extract
file prior to downloading. The file must be saved as a tex file in
order to be imported into the CWE spreadshest. Recarnmend 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 Sawe. The file should be saved in the same sub-
directory as the CWE spreadshest

Diagnostics | Home | Logout | Preferences | Oracle Help | Personalize Page
Copyrlgh_‘t () 2005, Oracle. Al rights reserved. Gracle Privacy Stalement
About this Pace A S —

15



This is a view of Completed processes.

Requests - Microsoft Internet Explorer

§ Department of Defense

Disgnostics Home Logout Preferences Oracle Help Personalize Pach

Requests
Yiew |Completed v || Go )

| _Refresh JTIP: Click "Refresh™ to update the phase of the process execution

Request IDI Status |Proce$ Name JHHS\ I Output
1010991 & Test1 (CIV NSPS Download Payout Data) Complete @Uj
1010413 v mram (CIY NSPS Download Payout Data) Completed @."D
1010412 G testd (CIV NSPS Download Payout Data) Completed @@
1010409 i 123 (CIY NSPS Download Payout Data) Completed @Uj
1010408 v 1234 (CV NSPS Download Payout Data) Completed @'"g
1010406 < oo 1111 (CY NSPS Download Payout Data) Completed @'"g
1010404 v 11096 (CIY NSPS Download Payout Data) Completed @Uj
1008174 &) NSPS Mass Update Process Completed

16



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 1D 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.

17



	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.

