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About this Guide

What is Compensation Workbench?

Compensation Workbench (CWB), Version 3.0, is a tool used by NSPS
organizations to facilitate their pay pool and sub-pay pool panel meetings. Itisa
spreadsheet similar to the one used during the pay pool panel training and mock pay
pool exercises. It contains all the functionality needed to conduct an effective pay

pool.

Specific functionality includes the ability to:

Set a pay pool budget

Assign and reconcile ratings, shares, and payout distributions
Assign and enforce control points

Prorate salary increase and bonus amounts

Distribute OAR and EPI salary increases and bonuses
Determine a final share value

Reconcile your distribution of salary increases and bonuses with your pay pool

budget

Generate a summary of rating, share, and payout distribution for each pay pool
member

Show employee’s salary position in pay band using a graphical salary marker
chart

Who Should Use this Guide?

This guide is for pay pool administrators, pay pool managers, pay pool panel
members, performance review authorities, sub-pay pool managers, and sub-pay pool
panel members who are responsible for using the CWB during their organization’s
pay pool panel process.

It is also intended for HR practitioners who support NSPS organizations.

How is the Guide Structured?

This guide is structured into two sections:

Using the Application— this section walks you through the features of the
application and explains how to use it during your sub-pay pool and pay pool
panel meetings. In addition, this section explains the process of getting pay
pool data into the application, handling mistakes in personnel data, and
uploading the pay pool panel results into DCPDS.

Relationship with Other Applications and Tools — this section describes
how CWB relates with the Manage Pay Pool ID (MPPID) Application and the
Pay Pool Analysis Tool (PAT).
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Introduction

Organizations use two applications to complete the NSPS performance appraisal and
payout distribution process. The first is an online tool, the Performance Appraisal
Application (PAA), which is accessed via DCPDS Self Service
(MyBiz/MyWorkplace). Employees and rating officials use the PAA to create and
maintain their performance plans. Also, rating officials use it to enter their
recommended performance ratings, shares, and payout distribution.

The second application is the Compensation Workbench (CWB). CWB imports a
data file from DCPDS containing pay pool employees’ personnel information as of
the end of the current cycle, (e.g., name, employee 1D, pay pool ID, occupational
code, pay band, etc.), as well as job objective data (weights, recommended ratings,
etc.) and the recommended shares and payout distribution from the PAA. The pay
pool panel uses the CWB to reconcile performance ratings, shares, and payout
distributions. The results of this reconciliation process are uploaded back into
DCPDS. Finally, this information is used to create the pay transactions that will be
effective the first full pay period in January 2009. This downloading and uploading
process is accomplished via a special DCPDS interface accessible by designated HR
practitioners, pay pool managers, and pay pool administrators. The complete
process is summarized in the graphic below.

Step §
Upload the pay pool data into
DCPDS staging tables

Step 1
Download pay pool data extract

Pay Pool Pay P

ool
Download File up?zad File
(pipe-delimited text file) {pipe-delimited text file)

Step 2 _ Step 4
Import extract file into the Export the pay pool data out of the
CWB spreadsheet CWE spreadsheet
CWB
Spreadsheet
Step 3

Pay pool completes its pay pool
panel meetings using spreadsheet

Figure 1 — CWB Process Flow
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Using the Application

Overview

CWB contains 13 worksheets and over 150 macros that provide the application with
advanced functionality. Each worksheet is described in detail in this guide. A
custom toolbar appears at the top of each worksheet. The toolbar is made up of
custom buttons that match the worksheet’s specific functionality. For example, the
Pay Pool Panel worksheet has all 14 custom buttons while the Combo chart only
has 3 custom buttons (Import, Export, and Validate). The 14 custom buttons are
described in the table below.

B3 Microsoft Excel - Compensation Workbench 2008 3.0.xls

E Fil=  Edit ‘“iew Insert Format  Tools Data  Window  Live Meeting  Help  Adobe PDF
H_q Import |33 Export | 902 Hide 305 Unhide [Z|unhide &l | £ Hide %{ Unhide T Unhide ll | & Clear &l Filkers |

Toolbar Item

Lﬂj Import

i3 Export

ofe Hide

HEE | inhide

IInhide &ll

Description

Import
Use import to load a data file into the workbook.

Export
Use export to create a data file for uploading the results to
DCPDS.

Hide Column

The user may hide columns from view by selecting any cell in
the columns to be hidden and then hitting this button. Single
columns are selected from any cell in the column. Multiple
columns are selected by holding down the <Ctr]> key while
selecting any cells in the columns. Selecting and dragging
across any row of cells in the range of columns hides a range
of columns. The first two columns (A and B) cannot be

hidden.

Unhide Column

Selecting this button allows users to unhide columns you have
just hidden as long as you have not moved the cursor. Also users can
unhide a specific column or range of columns by highlighting
cells in the columns on either side of the hidden column or
range of columns, and then selecting this button.

Unhide All Columns
This button restores to view all hidden columns.
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Toolbar Item

=1 Hide

%I Lnhide

HT Unhide al

‘W, Clear 4l Filkers

Description

Hide Row

The user may hide rows from view by selecting any cell in the
row or rows to be hidden and then hitting this button. A
single row is selected from any cell in the row. Multiple rows
are selected by holding down the <Ctt]> key while highlighting
any cells in the rows. A range of rows is selected from any
column of cells, then dragging them up or down. Hiding an
employee on the Pay Pool Panel worksheet also hides them
on the Objectives worksheet.

Unhide Row

Selecting this button allows users to unhide hidden rows as /ong
as you have not moved the cursor. Also users can unhide a specific
row or range of rows by highlighting cells in the rows on either
side of the hidden rows or range of rows, and then selecting
this button. Users will be prompted when un-hiding row(s) to
make sure they are not unhiding sensitive employee data; this is
especially useful when the CWB is projected to a pay pool
panel and some of the panel members should not see some
employee’s information, such as their supervisor’s. Unhiding
selected records will also unhide the employee’s information
on the Objectives worksheet.

Unhide All Rows

This button restores to view all hidden rows in both the Pay
Pool Panel and Objectives worksheet. As for the “Unhide
Row” feature, users will get a prompt to make sure they indeed
are intending to unhide rows.

Clear All Filters

Each column heading contains a filter arrow for the column.
Selecting on the filter arrow brings up a list of all of the values
in the column, plus the following other choices: All, Top 10,
Custom, Blanks, and Non-Blanks. The user can limit which
rows are displayed by filtering on specific values in one or
more columns. For example, the display may be limited to
only YA-3 employees by filtering on “YA” in column G and
“3” in column H. When a filter is active, the filter arrow turns
blue. A filter may be de-activated by selecting “All” under the
filter choices. Blanks and Non-Blanks also may be used for
filtering. For example, to identify employees who do not yet
have shares assigned, select “Blanks” in the filter for the shares
column. The “Top 10 choice displays the ten highest values
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Toolbar Item

‘-'j ,I, Sork

= validate

‘?:‘3 Clear Circles

Description

in a column — it can only be used with numerical data. The
“Custom” choice allows the user to design more complex filter
criteria.

The Clear All Filters button clears all filters you have set,
including filters on worksheets other than the one you are
currently on.

Important Tip: You cannot import data into the workbook
with filters set, so any time you select the “Import” link on the
custom toolbar, all filters are automatically cleared.

Sort

Allows users to sort the rows in the worksheet by any
combination of up to three columns. Sorts may be in either
ascending or descending order. The sorts are specified using
the standard Excel sort function. Make sure to note the letters
of the columns you want to sort on, because the column
headings cannot be included in the sort range.

Validate

Checks the internal consistency of data entered in the
Objectives and Pay Pool Panel worksheets and circles
inconsistent entries in red. For example, a share assignment
given outside the range allowed for a given rating. Itis
important that you validate your data often. There is a
“Validate” custom button on every worksheet.

Important Tip: In order to validate, data cannot be hidden or
filtered. Unhide all columns and rows and clear all filtets
before running the validation macro.

Clear Circles

After selecting the “Validate” button and correcting any
highlighted inconsistencies, use this button to remove all red
circles.

Important Tip: Correcting inconsistencies alone does not
automatically remove red circles. Remember to click on “Clear
Circles” after corrections are made or click on “Validate”
again.
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Toolbar Item

) Delete Row

e Highlight

Description

Delete Row
Removes a row (employee) from the spreadsheet.

You will be prompted to confirm your decision to delete to
prevent unintended consequences :

Confirm Delete |§|

b ] By deleting a row of employee data you will
“{r"’ impack the share value For all emplovess within
the Pay Pool,
If wou wish ko indicate that an employes should
nok be rated or the employes should not receive a
payout set the 'Rated?' and/or 'Payvout
Eligibilitsy? columns to ‘Ma',

Do o wish ko conkinue?

Yes Mo

Highlight

This button allows users to change the background color of
any selected cell or range of cells. To remove the highlighting,
select the cell or range of cells, select the highlight button, and
choose the white background.

Important Tip: When projecting highlighted cells, especially
black highlights, some of the data still may show through due
to projector’s resolution. Test your projected image before
displaying to an audience.

Where do | get CWB?
CWB is available on the NSPS Readiness Tool (https://macbeth.cpms.osd.mil).

Opening the Spreadsheet and Enabling Macros

Each time you open the spreadsheet, the macros inside must be enabled for the
spreadsheet to operate properly. In most cases, when you open the spreadsheet you
receive a security warning like the one that appears in the screen shot on the next
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page. To enable the macros, select Enable Macros, and the spreadsheet opens and
operates normally. See Appendix 2 if you are using Excel 2007.

B3 Microsoft Excel

Wiew Insert  Format  Tools  Data  Window  Live Meeting  Help  Adobe POF

Security Warning

"E:\Compensation Workbench 2008 3.0.xls" contains macros,

Macros may contain viruses., It is usually safe to disable macros, but if the
macros are legitimate, you might lose some Functionality.

L Disable Macros (r[ Enable Macros D More Info ]

Figure 2 — Pop-up Form to Enable Macros

If the security setting in Excel is set to either High or Very High, Excel automatically
disables the macros in the spreadsheet. You can recognize this because 1) you are
not prompted to enable the macros in the spreadsheet, and 2) the spreadsheet is not
operating propetly (e.g., links are non-responsive, the tool-bar does not appear). If
this occurs, do the following:

e Open Excel

From the Tools Menu, select Macro = Security

Change the security level to Medium

Close Excel

Reopen the spreadsheet

Select Enable Macros, when prompted
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D
B3 Microsoft Excel - C a Workbench 2008 3.0.xls
EEIEBWWFWWNINGWUNMMWM
M Import. | JgExpart :&v&dm!  Ea i
Al = 3 il Ressarch... A+ Chek
PB_C_D|.---- 1 [ J | K L [MNg P Q R [ 4
1 Speech ¥
2 | CJI'_\{EJJE Shared Workspace. . h (CWB) Definitions
3 Share Workbook...
Control Point: A control point
Irack Changes r may be used to manage salary
Act of 1974
23 pare and Mergs Workbook e cost growth through a pay band
Thig application will help ay pool process, I is designed to look and If the employee's pay is less
5 | function much the same g | Erotection * |ool management training. than the contral point and the
6 | Opline Collaboration 3 pay increase will take the pay
How to use this spr Goal Seek... above the control point, the
7 ) employae’s pay will be capped
Step 1:  lmport your p SCENAMNOS. .. ember that your data file must be in the at the control point if the "allow
same folder as Formula Auditing » [hen import your data and display a over contral point” flag is set to
confirmation m = " “na”. Up to two contral points
8| = by becros... AKIFS can be set for each pay band on
Step 2: E_I“S_L&'U_Uf PS'!'F AddHns.... @ Becord New Maco... the control point worksheet,
distnbuting =3
R oF| puroCormect Options. .. Y.
distribution me ) = EPI: An employee must have a
columns for prd Qustomize. .. | isual Basic Edkor Ak+F1L rating of 5 to be eligible for an
To hide colum Options..., i ot Edtor  Alt+ShFEHFL L Extraordinary Pay Increase
9| (EPI) in the form of sither a
Step 3:  Enter your pay pool's control points in the Contral Points worksheet (if your pay pool uses control salary increase or a bonus. An
points). You can entér ane o two control points per pay schedule and pay band. Each contral EPI salary increase cannot take
point is entered as a salary within the pay band. If you enter two cantrol points for a single band, the employee’s pay above the
busss gzl baa 3 . basad as 1k, . bn sual

First: Select Tools & Macro > Security

Cg ,5p5 Security Definitions

Zecurity Level | Trusted Publishers Control Point: A caontral paint
Thi§ | © very High. Only macros installed in trusted locations wil be allowed may be used to manage salary
. o . to run. All other signed and unsigned macros are disabled, cost growth through a pay band.
This application will help NSPS o to look and If the employee's pay is less
i High. Only signed macras from trusted sources will be allowed to
e run, Unsigned macros are automatically disabled. than_the contro! poiniEndyine
pay increase will take the pay
How to use this spreads (&) Medium. You can choose whether or not ta run potentially unsafe above the control paint, the
Macros, ! !
employee's pay will be capped
Step 1:  lmport your pay pa| | O Low (not recommended). You are not protected From potentially be in the at the control point if the "allow
same folder as the o unsafe macros. Use this setting only if you have virus scanning a ey H
fi ; ) software installed, or you have checked the safety of all documents . "D\n'e: LIl T LT 2 S.Et -
confirmation messa oU open. no". Up to two control points
) can be set for each pay band on
Step 2: E.nte.r your pay p00_| f ) the contral paint warksheet.
distributing salary in switch
distribution methods e the EPI: &n employee must have a
colurmns for proratio se fields. rating of 5 to be eligible far an
To hide columns "u ate box. Extraordinary Pay Increase
(EPI) in the form of either a
Step 3:  Enter your pay poal’ OK Cancel es control salary incraase or a banus. An
points). You can en| contral EF| salary increase cannot take
point is entered as a salary within the pay band. If you enter two control points for a single band, the employee's pay abaove the
the spreadsheet will automatically apply the correct ane based on the emplayee's salary. top of the band. Funding for the

Then: Select a Medium security level
Figure 3 — How to Set Security Settings in Excel
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Instructions Worksheet

The Instructions Worksheet contains step-by-step instructions on the use of the

application.
IE_] File Edit “iew Insert Farmat Tools Data  Window  Live Mesting Help  Adobe PDF
nﬂ_,] Import |3 Export | ' validate E
Al - &
Al ¢ [ o [ E [ F [ &6 [ H | 1 [ o | ¥ | L [wmhNg P | @ | R
1
| 2 | ONGPS Compensation Workbench (CWB) Definitions
| 3 | 2008 v3.0 . .
For Official ise Only Control Point: A control point
4 This Information Protected by the Privacy Act of 1974 may be used to manage salary
| < | cost growth through a pay band.
This application will help NSPS organizations conduct the WSPS pay pool process. |t is designed to look and [fthe employee's pay is less
| 5 | function much the same as the spreadsheet used during the pay pool management training than the cantrol point and the
|6 | pay increase will take the pay
How to use this spreadsheet: above the control point, the
| 7 | employee's pay will be capped
Step 1:  Import your pay pool's data into the spreadsheet. Remember that your data file must be in the at the contral point if the "allow
same folder as the spreadsheet. The spreadshest will then import your data and display a over contral point” flag is set to
confirrmation message when complete. "no". Up to two contral points
| © | o can be set for each pay band on
Step 2:  Enter your pay pool's funding parameters, if using estimated share value, and method of the control point worksheet.
distributing salary increases (dollar or percentage) on the Funding worksheset. You can switch
distribution methods at any time. On the funding worksheet you can also choose to hide the EPI: An employee must have a
colurnns for proration, control points, and/or EPIYOAR if your pay pool does not use those fields rating of 5 to be eligible for an
To hide columns "uncheck” the appropriate box. To show columns "check" the appropriate box Extraordinary Pay Increase
1 9 | (EPI) in the form of either a
Step 3:  Enter your pay pool's control points in the Control Paints worksheet (if your pay pool uses contral salaty increase or a honus. An
points). You can enter one or two control points per pay schedule and pay band. Each control EPI salary increase cannot take
point is entered as a salary within the pay band. If you enter two control points for a single band, the employee's pay above the
the spreadsheet will automatically apply the correct one based on the employee's salary top of the band. Funding for the
EPl iz separate fram the pay
For example, your pay pool could create a control point for YA at §100,000. Ifa YA3 pool funding.
ernployee’s salary is brought up to $100,000 as a result of their peformance payout, a decision
must be made to allow that employee's salary to cross the control point. If the decision is made OAR: An ermployee must have a
nat to allow the employee's salary to cross §100,000, then any remaining performance payout wall rating of at least 3 to he eligible
carry over to bonus. If a YA-3 employee's salary is already over $100,000 before applying any for an Organizational/Team
performance payout, then the control point would not apply. Achievermant Recognition (OAR)
in the form of either a salary
The default cantral paints in this spreadshest are §0, ar no contral points. You can also edit each increase or a bonus, An OAR
employee's control paint in column AG in the Pay Poal Panel workshest. salaty increase cannot take the
|10 | employee's pay above the top of
Step 4:  Reconcile job objective ratings and ratings of record in the Objectives worksheet. Press the "View the band. Funding for the OAR
Objective Ratings” button at the top left of the page to view all the objectives for an indiidual is separate from the pay pool
employee in an easy to edit format. An employee's average score and rating of record are funding.
automatically populated in the Pay Pool Panel worksheet fram this form when saved. Missing
objectives may be added by clicking the next unchecked "Use Objective?” checkbox, and entering Pro-rate: The pay increase or
the rating, contributing factor, and optional weight. Double-clicking an an employee’s row in the bonus for an employee can be
Pay Pool Panel or Objectives workshest will also be open up the objectives farm. Validate your pro-rated. Any money not paid
objective data by clicking the ‘alidate button to the employee due to pro-
11| rating a salary increase or bonus
Step 5:  Reconcile ratings, shares, and payout distributions in the Pay Pool Panel worksheet. Only the iz not available to be allocated to
yellow fields can be changed - the remaining fields are calculated automatically. Validate your ather employees in the CYWE.
data often!
112 |
W« v uInstructions { Funding / Contral Ponts / Obiactives R aaaaE a0 Surmmary / Statistics 4 Rating Charts 4 Share Charts  Combo Chart { Salary Mar
Feady

Figure 4 - Instructions Tab

Importing Data into the Spreadsheet

Data can be imported into the CWB from the DCPDS data file and from other
CWB spreadsheets. How you do your import depends on whether or not you have
sub-pay pools, and whether or not you want to create separate spreadsheets for each
of those sub-pools.
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(1) Single Spreadsheet Import

If you only need a single spreadsheet to conduct your pay pool panel process —
meaning you do not have any sub-pools or you do not want to create different
spreadsheets for your sub-pools — the import process is conducted as follows:

1.

Begin with a new (empty) copy of the CWB spreadsheet and rename it (e.g.,
paypoolxyx11Nov2008.xls). It is a good idea to keep a blank copy of the
spreadsheet available in case you make a mistake and want to start over.

Open the spreadsheet and select Enable Macros.
Select the Import button on the custom menu bar.

In Step 1 of the import form, select Pay poo/ data from DCPDS then select
Continue.

Select the name of the file you want to import (it must be in the same folder
on your computer as the spreadsheet itself), and select Open. Note that the
date the file was extracted is displayed above the file name on the import
form.

Select the employees you want to import (most likely all employees if this is
your first import) and select thelmport Selected.

The spreadsheet then imports the selected employees.

Select "Yes" when you receive a confirmation saying Data successfully imported.
Would you like to save the spreadsheet?

[ iicaseit Excel. - Conpermation Watkbench 2008 3,0,
5] Bl [ e et Fgma ook (W fndw  Lhetbelng b Adshe PP

i Myirpot et | Srde 3iunhce [Lnide sl | §irde 1 uhce I oide i | ' Clear sariters | | Sort | 4 yskdate | %) Cear Circes | S Dot Row
ALY e

AF N AH
Py Pool Fund

B oty Froase 7 e

Remaining G 1 D000

Total Sabary Funding A

B oo

A0S

A Al A R AN

Funds Allocatad
SurplusDefien Distrisin

" ] [T
W W [T
"

e _________________ SN

Appiy Dafau | Step 1 - Seect Type | p—
| Lastilame | fwsadame | Sty | Salary | MaxSaiey | b ok | 1
il "s‘;:':: .s:::; ] Wt wasld you ke 1a mpare
11 0 = o i=l - =l
e =] [} [=] = =l = Pay pool data from DCFOIS? =
3]  Pay poni data from sub-panal speaadshesi(s)
15 |
16
18]
18|
F)
F|
2
E
2|
-}
X
£l
|
|
N
32|
]| P
M e
= Cancal
EH)

4 4 W) dnstructions [ Fundng | Contral Ports f Objectves b Pay Pool Panel { Summary [ Statistics [ & Charts f Share Charts | Commbo Chart

Figure 5 - Select the Type of Import
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Import

Step 1 - Select Type  Step 2 - Select Fie |

Select file to import data from:

Open

Extract Date: 2/11/2007

Cancel |

Figure 6 - Select the Import Data File

B3 Ml rosaty Fucel Compepsation Werkbench 2008 3.0,y

TR

EERE

[ 5] ] ]l

Select Al Deselect All
Impon Selected |

Siep | - Seloct Type | Step 2 - Sebect P m!'mml
Lastame | fwsillame | Salaey | Salary | MaxSalary | Pr|  Select Employees lo Import

Crewe, Carla AmySMO555- By
Smyth, Guy AmyEMO555 Buns
Ciaates, Owin Aty SMOSEE-Bums

muftiple files in & range.

Hote: Holding CTRL+Click selects mutipls
Cancal Inanidust files. Holding SHIFT+Cack selects

+ wh detnctions { Funding { Control Ponts f Clijectives ), Bay Poal Panel | Summary { Statitics  Rabing Charts { Sham tharts [ Comixd

Figure 7 - Select the Employees to Import
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I
Ll

ation Workbench 2008 3.0.xls

7 Al Ex

dit

Wiew Insert Format Tools Data  Window  Live Meeting Help  Adobe PDF

;) Import: <fq Export | 382 Hide 30 Unhide F%Unhide all | r';;l} Unhide I/ Unhide Al | & Clear All Filters | sl Sort | 25 validate | gﬁ_clgar Circles | o Highlight !
A &
A B [ o | E | F [ & | H I 4 1 K | L | ™

Mismatches between the data downloaded from the PAA and the data contained in
2 [the CWB are highlighted

3
Last Hame First Hame |Employee Rating Official PAA PAA CWB CWB
D Average Rating Average Rating
4 - F [7 [7 Score[: *| Scorel v x
5
B |Metzer Gerard 9102 |Keaton, Larry 4 67 5 4 57 5
7 |Harriz Freddie 9633 Weaton, Larry 4 E7 g 4 EY 5
8 |Parker Sarah 10164 |Heaton, Larry 500 5 5.00 5
9 |Fain Collin 10635 |Keaton, Larry 5.00 {5k 3.00 3
10 |Combs Shawn 11226 |Weaton, Larry 400 4 4.00 4
11 |Jensen Herbert 12288 Henderzon, Sheila 333 3 3.33 3
12 |Uster Ry 12819 |Henderson, Sheila 475 5 475 5
13 |Lazoro Martha 13350 |Henderzon, Sheila 4E7 5 457 5
14 |Erright Bill 13881 |Henderson, Sheila 3E7 4 367 4
15 |Morris Edria 14412 [Hollowesry, Bobbi 500 5 500 5
16 |Lrie Josish 14843 |Holloway, Bobki .00 5 5.00 5
17 |DiFranco Martin 15474 |Holloway, Bokbi 5.00 5 5.00 5
18 |coles Bartholomes 16005 [Hollowesy, Bobbi 500 5 500
19
ED&ta iz for Pay Pool Manager use only. Mot for relesse.
i) Daka successfully imported!
|22 | Would vou like to save the spreadshest?
123
[24 | Yes Mo
125 |
126 |
27
Figure 8 - Save the spreadsheet
(2) Multiple Spreadsheets Import
If you are using multiple spreadsheets to conduct your pay pool panel process —
meaning you have sub-pools and want to create different spreadsheets for your sub-
pools — the import process is conducted as follows:
To populate each sub-pool spreadsheet:

1. Begin with a new (empty) CWB spreadsheet and rename it so that you know
which sub-panel the spreadsheet belongs to. Itis a good idea to keep a blank
copy of the spreadsheet available in case you make a mistake and want to
start over.

2. Open the spreadsheet and select Enable Macros.

3. Select the Import button on the custom menu bar.

4. In Step 1 of the import form, select Pay pool data from DCPDS then Continne.

5. Select the name of the file you want to import (it must be in the same folder
on your computer as the spreadsheet itself) and select Opern.

6. Select the employees you want to import (only the employees in that sub-
pool), and select the Import Selected.
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7. 'The spreadsheet then imports the selected employees.

8. Select "Yes" when you receive a confirmation saying Data successfully imported.

Would you like to save the spreadsheet?

9. Repeat the process with a new spreadsheet for each additional sub-pool. It is

recommended that you name each of your sub-pool spreadsheet files

meaningfully, to include the name/number of each sub-pool and the date.

To combine the sub-pool spreadsheets to create an entire pay pool:

1. Begin with a new (empty) spreadsheet, rename it so that you can identify that

it is the pay pool CWB.

2. Open the spreadsheet and select Enable Macros.

Select the Import button on the custom menu bar.

4. In Step 1 of the import form, select Pay pool data from sub-panel spreadsheet(s),

then select Continue.

5. Select the names of the sub-pool spreadsheet file(s) you want to import (the

spreadsheets must be in the same folder on your computer as the new

spreadsheet) and select Oper.

6. The spreadsheet then imports the employees.

7. Select "Yes" when you receive a confirmation saying Data successfully imported.

Would you like to save the spreadsheet?

] B ER Mew [medt Fgmot ook Qota Wk Lvoblelng  Hep  Adie POF

F’Jm]gm o0 pade 20surbice [kt A | 82 ede ST inkids I Unbide Al | 6 Oser AlFens | | st | S5 valdate | = Ouer Circles | 5] Dalste
Al - B GoTo

N | A TA AT AL L] £l

ki Daze Sty ncreaze #
1] [l Ry O 1 D00 | Surplon Defic Dietribndion
] s st Total Satary Funding EE U 58] woom L L -
1| T s 10000 | 0ooors w ) L
| SRl pnyenn| ot Pay ool Abiits 50, iy “ 10
7 [ l
0 s C— ).
1 * teou] .

| LastMame | FastMame | Salwy | Salary | MaxSalay | Pl bt il

Incrmane | lcrosme | Icoesun q
| spgw) | spipst ] What would yau like 1o impon?

:; = &l ol [ =}  Pay paol data from DCPOS? &
:: } = [Pay pool data from sub-panel sprvadshiet(s)]
15|
:g Continue
e ! J
19
]
21
p]
a
PL1]
F]
&)
27}
&
0,
Ell
o]
i
2y Mt Holding CTRL+CRCK S01C mumphy
' Cancel | Indridual fles. Holding SHIFT+Click selacts
= - multiphe il in @ range
]
E:)
40

Figure 9 - Select the Type of Import
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E3 Microsoft Excel —H:n_! pe nsatio

File Edit  View

[y mport |\ Export | 812 Hide 3Bsuntide (5| Unhide M | g3 Hide 2T unhide JT nhide Al | W Clear All Fers | | sort | B validete | 5 clear Gircles | A Delete Row |
st

Insert Format Tools Data Window LiveMseting Help  Adobe PDF

A GoTo
A | B AF | A [ AH | Al Al [ Ak [ AL [ AM AN
[Go To: 1 Pay Pool Fund Funds Allocated
2 Fundin Base Salary Increase 2 2600% $0

Btieclings Remaining GPI 1.0000%. 30 SurplusDeficit Distribution

e Total Salary Funding 3.2600% $0|  0.0000% 50 $0 0.0%

e e s Borus 1.0000% 30| 0.0000% 50 30 0.0%

Employees: | Total Pay Pool Funding 4.2600% $0  0.0000% $0 $0

Bonus 0
e —

(Y ). |
19 §0 Anply Default

Step 1 - Seleck Type  Step 2 - Select File |

3
|4 |
|5 |
| p | Salaryincresss
7
18
N

Last Name First Hame Salary Salary Max Salary Pr| 7 . pl Point
Increase | Increase Increase E Select files to import data fram
[t} Split (%) Split %) | Iner
i Gl B & O Gl Gl
12

Open

Mote: Holding CTRL+Click selects multiple
Cancel individual files. Holding SHIFT+Click selects
multiple files in a range

wlwlw/wlofwlwlulmmloalooloionoiun[s sl s ]2
=0 | & [Co|ra|= |G| |~ | G| th| & ||| = | 0| | |~ || 07| &= |

|28
39

Figure 10 - Select the Sub-pool Spreadsheets

@J Flle E;ﬂit Miew Insert  Format Tools Data  Window  Live Meeting Help  Adobe PDF

il Tmport | ig Export | 202 Hide 30EUnhide [ Unkide Al | iﬁ_Unhide ““]%Unhide All | G Clear Al Filkers | 4 Sort | 55 validate | E&C\ear Circles | g‘_H!g

- &
A | B [ © ] D I e [ e [ |
1 1
Mismatches between the data downloaded from the PAA and the data contained in

| 2 \the CWB are highlighted

£

Last Hame First Hame |E Rating Official PAA PAA CWEBE CWEBE
1D Average Rating Average Rating

4 [~] [~] [=] [+] score[~] [+] score[~] [~]

B

b |Mettzer Gerard 9102 |Keaton, Larry 4.67 El 4.67 El

7 |Harriz Freddie 9633 |Weaton, Larry 4.67 El 4.67 El

8 |Parker Sarah 10164 |Keaton, Larry 5.00 Bl 5.00 Bl

9 [Fain Caliin 10693 [Keaton, Larry 3.00 3 3.00 3

10 |Combs Shawn 11226 |Keaton, Larry 4.00 4 4.00 4

11 |Jensen Herbert 12283 |Henderson, Sheila 3.33 3 3.33 3

12 |Uster Ryan 12819 |Henderzon, Shella 475 5 475 5

13 |Lazoro Martha 13350 |Henderson, Sheila 467 5 467 5

14 [Envight il 13881 |Henderson, Sheila 367 4 367 4

15 |Morris Edna 14412 |Holloweay, Bobbi 5.00 5 5.00 5

16 | Arie Jogiah 14943 |Hollowvary, Bokbi 500 5 500 5

17 |DiFranco hdartin 15474 [Hollowray, Bokbi 5.00 Bl 5.00 Bl

18 Coles Bartholomesa: 16005 |Hollowsy, Bobbi 5.00 5 5.00

19 |Orega Enrice 55919 |McLean, James 4.00 4 4.00

20 [ehb Max 66450 [MoLean, James 5.00 s 5.00

21 [Yung Leah 66951 [McLean, James 467 5 467 Data successfully imported!
22 |Keterling Jazper 67512 |Cooper, George 5.00 5 sop | Wodld youlike b save the spreadshest?
23 |cruz Jnze £8043 |Conper, Geaorge 500 5 500

24 |Duval Etin 53574 |Cooper, Geargs 5.00 5 5.00 fes fo
25 |Avery Frank 69105 | Cooper, George 467 5 467 | |

Figure 11 - Save the spreadsheet
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If an employee needs to be added or the employee information was incorrect in the
original upload (pay band, occupational series, etc.) and has been updated in
DCPDS, complete the following steps:

1.

2
3.
4
5

Extract an updated pay pool data file from DCPDS.

Save the updated extract file to the same folder as your spreadsheets.
Open the spreadsheet and select Enable Macros.

Select the Import button on the custom menu bar.

In Step 1 of the import form, select Pay poo/ data from: DCPDS then select
Continue.

Select the name of the file you want to import (it must be in the same folder
on your computer as the spreadsheet itself), and select Open.

Select ONLY those employee(s) you need to add or correct and select the
Import Selected. IMPORTANT - if the employee is already in the
spreadsheet, when you re-import their data a form appears indicating that
matches have been found. You can either choose to keep the existing job
objective information (including shares and payout split) or replace the
existing data with the data from the import file. Select the option you like,
then select OK.

The spreadsheet then imports the selected employees.

Select "Yes" when you receive a confirmation saying Data successfully imported.
Would you like to save the spreadsheet?

Ei|Microsoft Excel - Compensation Workbench 2008 3.0.xs. |
i) Fle Edt View Insst Format Jook Data Window  LveMesting Help  Adohe POF
i Eymport (< Export | 902 Hide 10Funhide [Z|unhide Al | &% Hide SF Unhide JZ Unhide all | & Clear all Fikers | 4] Sort | 2 validate | 2 clear ircles | 5] Del
Al he A& GoTo
A | B Y [ 7 [ AA T AB AD | AE AF [ AG [ AH

1 [GoTe: ! Pay Pool Fund
2N Calc Share Value = | 0.9924% Berse Salary ncreass 2.2600
[ 3 | Remaining GFI 1.0000
71 | emm— Share Value Used= | 0.9924% Total Salary Funding 3.2600
[ (Calculated) Salary Bonus 1.0000
| § | Sdavineesss  ppiovees: R Total Pay Pool Funding 22600
7 | Bonus 2
[ B | Total CYOT Base Pay: Import

] $1,787,474) Avg: | Avg: | Remaining
El 450 435 3315 Step 1 - Select Type ] Step 2 - Select File  Step 3 - Select Employees ]

LastHame | Firstlame |Average | Rating | Shares |Performan{  Select Ernployees to Impart
Score Payout (] oot by Last Name Sort by Pay Pool

i1 Gl Bl G G F Gerari £
12 0 |
13 |metzer Gerard 457 = & $4,066 | a | |

4 |Herris Freddie 467 5 5 $3.815 O Fain, ums

5 |Parker Sarah 5.00 5 5 $4,142 [0 Combs, Shawn ArmySh0585-Burns :

B |Fain Callin 3.00 3 2 w701 Jensen, Herbert Al ums ||

7 |Combs |Shawn 4.00 4 4 ¥1,088 0 Uster, Ryan ArmySWO555-Bums B

8 |Jensen Herbert 333 3 2 $1,735 [1 Lazaro, Martha ArrnySh0555-Burns

19 |Uster Ryan 475 5 5 $2,087 0 Enright, Bill ArmySh0585-Buns :
20 |Lazoro Martha 467 5 5 $3,994 O Moris, Edna ArmySh0585-Buns B
21 |Enright Eill 367 4 4 §1,528 O Arie, Josiah ArmySWOS55-Bums

22 |worris Ecna 500 5 5 $442 | |0 DiFranco, Martin ArnySMOSES-Burns B
23 |arie Josiah 5.00 5 5 $4,633 [ Coles, Bartholomew ArmySh0585-Bums :
24 |DFranco hartin 5.00 5 5 $2115 O Crewe, Carla ArmyBhO555-Bums |
25 |Coles Berthalomew 500 5 5 4,507 O Smyth, Guy ArmySMO5E5-Burns |
26 |Ortega Enricue 4.00 4 4 $3,558 [0 Coates, Owen ArrnyShO0555-Burns ;j B
27 [Webb M 5.00 5 5 $3,957 |
28 |vung Leah 457 i B ¥1,867

23 |Ketering Jasper 500 5 s #,03 Select Al I Deselsct Al I ||
30 |cruz Jose 500 L = $2,753 | |
31 |Duval Erin 5.00 5 5, 3,869 Import Selected ||
32 |mwery Frank 457 s s $2,027 | |
33 |Smith Paula 500 5 5 1,583 B
34 |Fox Nigel 375 4 4 $3,000 Mote: Holding CTRL+Click selects multiple

35 |ocala Giada 333 3 2 1 526 Cancel ‘ individual files. Holding SHIFT+Click selects [
36 |Elsen Michael 3.25 g 2 ¥1,401 LS e T :
37 |michilen [oriands 475 s s $3570 DN V0G0 | §rapas | §oi4r | B0O% | To000%

Figure 12 - Select the Employees to Import.
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E3 Microsoft Excel - Compensation Workbench 2008 3.0.xls

’@ File Edit View Insert Format Tools Data  Window  Live Meeting Help  Adobe PDF
3 " ofa 1 1 i = . o 4+ " 3 - 5 A 3 ? ¥ *®
: ﬁilmport &_E_xgnr!: | 902 Hide 3¢ Unhide r;]Unhlde &l | &% Hide i“‘ Unhide "l: Unhide All | 6 Clear &l Filters | Zl Sart | =5 validate | aclear Circles | #) Delets Row | |
Al - A GoTo
A | B Y | F | aa ] AB AD | AE AF | as | AH | Al
1 |Go To: Pay Pool Fund
2 Eundin Calc Share Value = Base Salary Increase 2 2600% F40)
3 e Retmaining GPI 1.0000% $17]
4 : Share Value Used= Total Salary Funding 3.2600% $58
= Ratings and Shares
5 (Calculated) Salal Bonus 1.0000% $17)
[F | Salary Increase Salry <
B Employees: Increase Total Pay Pool Funding 4.2600% $76|
= Bonus 26
5] Total CY07 Base Pay: l:l
9 $1,787,474 Avg: Avg: Remaining $ Apply Default |
10 4.50 4.35 §315
Last Hame First Hame Average | Rating | Shares | Performance Salary Salary Max Salary Pro-Rat|
Score Payout () Increase Increase Salary
Split (%) Split (%) Increase
11 [~] [~] [~] ][] 4 [ B |
12 Objective Data
13 |Mettzer Gerard 457 5 5
; i Employee Matches:
14 |Harris Freddie 4587 5 5 — Matches Found! ploy
15 |Parker Sarah 500 5 5 Thete (& Employse oiecie el (aights Jensen, Herbert
16 |Fain Calin 3.00 3 2 piay ! : el Meltzer, Gerard
e R o > 7 ratings, etc.) for 3 employees in the : Parker, Sarah —
0 : spreadsheet that match employee records in —
denisol) Herber 233 2 = the import file. YWhat would you like to do? |
19 |Uster Ryan 475 5 5
2L mzorts Meltha H87 = 2  Keep the existing job objective data |
21 |Enright Eill 367 4 4
22 |Marriz Edna 5.00 5 5 ~ Replace the existing job objective data
23 |arie Josiah 5.00 5 5 with data from the import file data
24 |DiFranco Martin 5.00 5 5
25 |Coles Bartholomeww 5.00 5 5
26 |Ortega Enticjuie 4.00 4 4
27 |wisb M 500 5 5 oK Lancel
28 [vung Leah 467 5 5 Import
29 |Keterling Jazper 500 5 5
30 |cruz Joze 5.00 5 5 LPREX] fifsick] 756 330 T ooe ] T oo
3 |Duval Erin 5.00 5 5 3,569 $1,170 §79,144 §2,321 60.0% 100.00%
32 |mvery Frank 467 5 5 2,027 $613 F1 477 1,216 60.0% 100.00%

Figure 13 - Select Whether ot Not to Keep the Existing Job Objective Information
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Funding Worksheet

The Funding worksheet is used to enter pay pool funding levels, enter a share
estimate, select a share value used in the pay pool calculations, and select the method
to assign the salary increase portion of the performance payout.

Pay Pool Funding Elements

Enter your pay pool’s percentage funding levels in each of the yellow cells
corresponding to each of the funding elements. Note that in the CWB, yellow cells
can be edited, white cells are protected, and cells are grayed out when not applicable.
Element 2 is pre-set to 1.00%. Do not change this value unless directed to do so by
DoD. The Element 2 value is important because it changes the funds for your pay
pool, and controls the rate ranges in the CWB. Looking at the Pay Pool Funding
Elements section below, the Rate Range Adjustment (RRA) is calculated as the value
entered for the GPI (in this case, 2.50%) minus the value of Element 2 (in this case,
1.00%). The 1.50% RRA is also displayed in the Pay Pool Panel worksheet and is
used to estimate the value of an employee’s base salary after being adjusted for the

RRA.

The maximum pay for three pay bands (YG2, YG3, and Y]J4) is set by the Veterans
Administration. If they change after the CWB is released, use the “Update VA Max
Pays” button to correct them.”

B3 Microsoft Excel - Compensation Workbench 2008 3.0.xls

@_] Eile Edt Wiew Insert Format  Tools Data  Window Live Meeting Help  Adobe POF

: ) Import |+ Export | 55 validats !

Al - 3
A 18] c \ D [E[ F T & H [ 0 KM W JofF#
1
| 2 | Pay Pool Fund $= Pay Pool Fund % * Total Base Salary Go To:
EN = 4.260% * $1,787 474 Instructions:
% - SI6. T Cortrol Poirts
1 Pay Pool Funding Elements: Eay Pool Panel
% % $ ¥ Use Proration
(10| Pay Pool Fund = Salary Increase (Element 1) | 2.2600% $40,396 ¥ Use Control Points

I Use EPI/OAR

)

+ Remaining GPI (Element 2) | 1.0000% 517,874

Total Salary Fund 3.2600% $58 270 75.5%)| Update WA Max Pays

£

=

m

| 16 | + Bonus (Elerent 3) 1.0000% §17 874 235%
17
18]
| 19| Pay Pool Fund 4.2600% $76,144
20
GPI 2.50%
Rate Range Adjustment 1.580%

Select Share Value:

" Estimated 2.0000%
 Calculated 0.9524%

Assign Salary Increase:

" Dollar Amount + Percentage

e | | e | Dl |00 G0 |0 O | D L | B RO R R R R R D
P (5] 2[5 8 4 8 o 58] 2 5] M e R 2

igure 14 — Funding Tab
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Enter and Select a Share Value

At any time, you can select which share value is used in the spreadsheet. The share
value estimate can be entered in the yellow cell next to Estimated, and the
Calculated share value calculates automatically. Using the calculated share value
ensures the pay pool allocates its entire pay pool budget.

Select Share Value:

&~ Estimated 2.0000%
" Calculated 0.9875%

Both the calculated share value and the share value currently used to calculate the
employees’ performance payouts are displayed in cells AB2 and AB4, respectively, in
the Pay Pool Panel worksheet.

Assign Salary Increase Method

You can distribute the performance salary increases as either a dollar amount or a
percentage of the performance payout. You can change between methods at any
time.

When you select Dollar Amount on the Funding spreadsheet, it unprotects the

Salary Increase ($) column in the Pay Pool Panel spreadsheet (column AF). The
Salary Increase ($) column turns yellow, indicating you can edit the values and the
“Apply Default” button gets grayed out to indicate entering a % value there is no
longer applicable.

When you select Percentage, on the Funding spreadsheet, it unprotects the Salary
Split (%) column in the Pay Pool Panel spreadsheet (column AG). The Salary
Increase Split (%) column turns yellow, indicating you can edit the values in that
column.

33

34

35

36

37

Assign Salary Increase:

" Dollar Amount * Percentage

Page 20
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Al | AE AP | Al [ AH
Pay Pool Fund
Base Salary Increase 2.2600%
Remaining GPI 1.0000%
Total Salary Funding 3.2600%
Salary Bonuz 1.0000%
Increase Total Pay Pool Funding 4.2600%

Apply Default
o150 Auply et

Rate Range | Current Salary Salary Max Salary
Adjustment | Base Salary | Increase crease Increase
+ RRA (%) plit (%) Split (%)

NG ENG) NG [

1,230 583,180 1,995 a0.0% 100.00%
1,154 75,058 1,875 50.0% 100.00%
1,253 F54 739 2,035 a0.0% 100.00%
1,287 F&7 030 1,003 60.0% 100.00%
F412 27 835 641 G0.0% 100.00%
32 585,735 1,023 60.0% 100.00%
632 F42711 1,231 60.0% 100.00%
1,208 F&1,704 §2,354 60.0% 100.00%
F578 F38,074 Fa01 60.0% 100.00%
1,403 94 552 $2,.735 60.0% 100.00%
FE40 $43 273 1,247 60.0% 100.00%
1,363 F92210 2 657 G0.0% 100.00%

Figure 15 - Distribute by Percentage in Pay Pool Panel Worksheet

Pay Pool Fund

Baze Salary Increase 2.2600%

Femaining GPI 1.0000%

Total Salary Funding 3.2600%

Salary Bonus 1.0000%

Increase Total Pay Pool Funding 4.2600%

[ ]
RRA: 1.50% 4
Rate Range | Current Salary Salary Max Salary

Adjustment |Base Salary | Ingrease | Increase Increase
+ RRA $) Split (%) Split (%)

Fl FYE [ [
$1,230 83,190 §1,998 50 .0% 100.00%
$1,154 78,058 §1,875 S0.0% 100.00%
$1,253 Fa4,739 $2,035 S0 .0% 100.00%
§1,287 &7 030 §1,003 B0.0% 100.00%
412 F27 835 FE4H B0.0% 100.00%
1,312 Fa8 735 $1,023 B0.0% 100.00%
F532 F42 711 1,231 60.0% 100.00%
§1,208 F&1,704 §2,354 60.0% 100.00%
$578 $39,074 Fa01 60.0% 100.00%
$1 403 94 552 $2,735 60.0% 100.00%
$540 $43,273 §1,247 60.0% 100.00%
$1,363 F92,210 $2 657 60.0% 100.00%

Figure 16 - Distribute by Dollar Amount in Pay Pool Panel Worksheet
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Automatically Hiding Sections of the Pay Pool Panel Worksheet

You can automatically hide some of the lesser-used sections of the Pay Pool Panel
worksheet from the Funding worksheet. To hide proration, control points, and/or
the EPI/OAR sections, uncheck the appropriate checkbox. When you uncheck a
box, the corresponding columns in the Pay Pool Panel worksheet are hidden. A
warning message confirms that you want to continue and reminds you that any data
contained in the sections to be hidden will be deleted. To unhide columns, re-check
the appropriate check box.

S ikiciesafi Exl
lﬂ_] File Edit Mew Insert Format Tools Data  MWindow  Live Meeting Help  Adobe PDF
RI=T WEWE TR RE W WP TN e A R A Ne e A NN RN
EHymport iy Export | 55 validate !
- b3

A |B| c | D ECE G [H] I [ 4 KWL M| M [
1
|2 Pay Pool Fund $ = Pay Pool Fund % * Total Base Salary Go To:
22 = 4.260% * $926,189 istustions
g— = §39.453 l Control Pairts
i Pay Pool Funding Elements: Bev Pool Panel
g— % $ ¥ Use Proration
o Pay Pool Fund = Salary Increase (Elernent 1) | 2 2600% $20 931 ¥ Use Control Points
LiN  Use EPI/OAR
12 R ining GPI (El t 2 1.0000% 9 261
- + Remaining (Element 2) $9.
4 | Total Salary Fund 3.2600% 30192 7BE% Update WA Max Pays
15
=} + Bonus (Element 3) 1.0000% 19 261 235%
17
(i=A
197 Pay Poeol Fund 4.2600% $39,453
L0
E1
ey GPI 2.50%
23
24 Rate Range Adjustment 1.50%
[25

Figure 17 - Check/uncheck the Checkboxes to Hide/unhide Sections of
the Pay Pool Panel Worksheet

Control Point Worksheet

The Control Point worksheet allows you to set two control points by pay schedule
and pay band and then apply those control points across a pay pool. Enter the
desired control point(s) in the yellow cells corresponding to the pay schedules and
pay bands (you do not have to enter control points for every pay band). If you only
have one control point for a band, use the first control point column. If you enter
two control points, the second control point must be greater than the first. This
applies the appropriate control point for each employee in the pay pool based on
their pay schedule and pay band. If the pay bands do not have control points, the
control point column for those employees is blank.
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Control points can be assigned to individual employees on the Pay Pool Panel
worksheet. This overwrites a control point set by the Control Point worksheet. To
reassign a control point from the Control Point worksheet, use the Reset Control
Points button on the Pay Pool Panel worksheet. The Reset Control Points button
replaces any individual control points you may have set in the Pay Pool Panel
worksheet.

B3 Microsoft Excel - Compensation Workbench 2008 3.0.xls

E_”I File Edit Wiew Insett Format  Tools Daka  Window  Live Meskting Help  Adobe PDF
ENESH RS TEI % LB S0 o R s b A e @l
Hympart [+ Expart | = validate !
L15 - b2
A | B [ C | D E F & [ H | |

1 Pay Schedule Minimum Maximum * Control Point One Control Point Two

2 W a §26,399 §64 157 This Sheet

3 VD 39,393 $91 445 To use cortrol points, enter the desired daollar
4 VA3 $75.174 133 462 $90,000 amourt ?n the yellow cells corresponding to the
5 el $17134 $39,008 appropriste pay Schedulg and pay band, If you

only have ane control poirt for & band, use the

B B2 $32,7M $58,393 first control point column. If you enter twa

7 YB3 $48,395 $76,900 $55,000 $85.000] |contral points, the second control point must be
a hiw | Fa2,701 F64 157 larger than the first. Ether control point must

9 Y2 55,004 113 462 F75,000 alzo be less that the max pay for the

10 P 81,507 F133 462 appropriate pay schedule and pay band.

11 hdvl| $26,399 §64,157 o . )

12 D2 $30,209 a1 446 This will apply the sppropriste cortral poirt f.or

each employee inthe pay pool bazed on their

13 UK #7174 il A pay schedule and pay band. If the pay bands
14 YE1 17,134 $39,008 dont have control points, the contral poirt

15 YE2 32,701 $55,393 calumn for those employees will be blank.

16 YE3 $45,395 $76,900

17 E4 $65,739 $91 446 Pay Pool Panel Sheet

18 vF1 32,701 64 157 Cortrol points can be sssigned to individusl

19 YF2 55,004 $113 462 ::ployﬁes an th: Pay P;ol :jan-,ilt w;r};srliet.

is will overvwrite & control point = 2

20 ik 78,174 $133 462 Coartrol Point worksheet. To?eassign ;corﬂrol
21 icx 53,059 $175,000 poirt from the Control Poirt worksheet, uze the
2 33 F114,571 F225,000 Reszet Control Points button on the Pay Pool

23 H1 26,399 $64,157 Panel workshest, The Reset Cortrol Points
24 YH2 §39,999 §108,059 button will replace any individual contral points
25 YHS £75,174 £133,462 you may have zet in the Pay Pool Panel

5 i 17134 $38,008 warksheet with & lookup function into the

o7 iz $32,701 $58 393 Cortrol Points sheet.

28 i 48,395 $75,900 Please note that use of control points s

29 M $32,701 $64,157 apbional

30 R §i58,004 113 462

31 I3 §51,507 §133 462

32 4 $104,775 $200,000

33 WK1 $26,399 $64,157

34 WH2 $39,999 $91 446

35 Y3 §75,174 §133 462

36 L1 F17,134 §39,008

37 L2 $32,701 $55,393

33 L3 $45,395 $76,900

39 L4 §65,739 §108,059

40 it §17,134 $39,008

B W2 $32,701 $558,393

42 il $32,701 F64,157

43 w2 §i58,004 113 462

44 YN3 §51,507 $133 462

45 WP $17.134 §64,157
145
|47 |
148 |
4 4 » »/ Funding % Control Points / Objectives AlaaaelE I, Summary /4 Statistics { Rating Charts £ Share Charts
B e ad

Figure 18 - Enter Control Points
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FEd] Ble Edt  Wew Inset Fomat Tooks Dats  Window LiveMesting Help  Adobs POF Type
A= R I R AR R A R RS T Tl T L
EEyImport 43 Export | 209 Hide 305 Unhide (2| Unhide Al | 2% Hide 7 Unhide S Unhide Al | Clear Al Fileers | 4 | sort | 55 validate | = Clear Gircles | %) Delete Row | 2 Highiight !
AP13 - A Ves
A | B AD [ AE AF [ A [ aH [ Al AJ [ A T AL [ am AN [ A0 [ ap [ aa ]
17 Go To: Pay Pool Fund Funds Allocated
2 | Funcin Bage Salary Increase 2.2600% $20,931
3_ Objectives Remaining GFI 1.0000% 9,261 SurplusDeficit Distribution
4 Total Salary Funding 3.2600% $30,192 2.1270% 419,700 $10,492 50.3%
[= Ratings and Sheres
5 Bonus 1.0000% $9261| 21002% $19,452 $10,181) 49.7%
[g | Selervincresse  progovece: Total Pay Pool Funding 4.2600% $39,453|  a2272% 39,152 $301
7 | Boms 13
18 | Total CY0T Base Pay: I:l EPI Salary 30 Resat Gonrol Paints
19 | $926,139 Remaining$ | OAR Salary 30
10 RRA: 1.50% $0 Total $0 Hote:
Last Name First Hame |Rate Range | Current Salary Salary Max Salary Pro-Rate Pro-Rated |EPISalary ($)| OAR Salary Hew Base |Control Point | Hit Control Allow Over | Max for Pay
ji Salary| Increase | Increase | Increase Salary Salary ® Salary Point? Control Band
+RRA ) Split (%) Split (%)  |Increase (%) | Increase ($) (computed) Point?
1; [] [] [ =] [] [] [] =] [ =] [] [ [] [] =] =]
3 |Metzer Gerard 1,230 $63,190 1,998 50.0% 100.00% $85186 $24,000 Yes Yes 'b91 445
5 |Parker Sarah 1,253 554,738 $2,03% 50.0% 100.00% 86,774 0 o 591,446
_L Combs Shawn F412 $27 835 541 50.0% 100.00% $28476 0 Mar 39,008
B |Jensen Herbert 1,312 68,735 1,023 60.0% 100.00% §88,756 B0 Mo $133 462
9 |Uster Fyan $632 $a2,711 $1,231 B0.0% 100 00% §43 942 0 Mo $E4 157
20 |Lazora Martha $1,208 $81,704 $2,354 60.0% 100.00% $84,058 $90,000 Mo $133,462
21 [Enright Bill 3575 $33.074 901 60.0% 100.00% $394975 0 Mo 364,157
22 |Morris Edna
23 |Arie ‘Josiah 1,403 594 652 $2,73% 60.0% 100.00% FOTEIT 0 o $133 462
AD\FVEHDE Martin 640 $43,273 1,247 60.0% 100.00% 44 520 B0 Mo $56,393 ||
25 |Coles Bartholomew $1,363 $92,210 $2,857 60.0% 100.00% $94,867 30 No 133,462
|26 |
|27 |
=l
|25
|30]
[31]
[32]
[33]
134
135
|25
L8|
S
2
[40]
TR »l\ Instructions £ Funding { Control Paints { Chijectives % Pay Pool Panel ¢ Summary f{ Statistics { Rating Charts £ Share Charts £ Combo Chart £ Salary Markers { Record Mismatc | € |

Flgu re 19 - Select Whether or Not to Allow an Employee over a Control Point
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Objectives Worksheet

The Obijectives worksheet is where the job objective data is stored in the CWB.

The objective data, if entered into the PAA, is included in the DCPDS extract that is
imported into CWB. The first columns of this worksheet provide some of the same
demographic information that is in the Pay Pool Panel worksheet (name, pay
schedule, pay band, etc.). Columns M and N calculate each employee’s average score
and rating respectively. Column O indicates whether or not the rating is valid. To
be valid and pass validation, each objective must have a title and rating, and weights
must sum to 100%.

The remaining columns contain the same six data elements for each of the 10
possible job objectives for each employee. These elements are: ID, Number, Title,
Weight, Rating, Cont Fact, Adj Rating. The Contributing Factor columns have
conditional formatting to indicate contributing factor impact of +1, 0, or -1.

B3 Microsoft Excel - Compensation Workbench 2007 1.49.xls

Ready

Figure 20 — Objectives Tab

Modifying Job Objective Data

The job objective data is editable; however, it cannot be modified directly on the
worksheet itself. To modify an employee’s job objective data, double click anywhere
on that employee’s row in the Objectives worksheet or in the Pay Pool Panel
worksheet. Double clicking on an employee’s row will open up the Review Job
Odbyjectives form, and on this form you can add, modify or remove job objective data.
To save your changes, select Save Changes. To discard your changes, select Discard

Eﬂ File Edit Vew Insert Format Tools Dats Window Live Meeting Help Type s questionforhelp = o A X
FRREN = BERENI= NEN e SR Neen e A RSN - -8 % g oA B
{EyImport g Export | 002 Hide 202 unhide [E|unhide All | &% Hide ST Unhide 813 Unhide All | & Clear &l Fikers | 4 | sort | S5 validate | 25 Clear Cirdes | 2 Highlight !
Q22 b A 4
A | B [ C [ 8] 0 [ P | a | R [ 3 L7 T u 7 W L w | =~
1 Wiew Objective Ratings
Objective 1 Objective 2
Last Name | First Hame | Employee ID | Appraisal ID Title Weight Rating Cont Fact | Adj Rating 10 Humber Title Weight R

3 = el 2 I c N = R c N c N c= B B &

5 |Meltzer Gerard 9102 |apprid 1 Objective 1001 for Gerard Meftzer 5 2001 Objective 2001 for Gerard Meftzer

B |Harris Freddie 9633 |

7 |Holloway |Bobbi 2151 5 |apprid 24 Cbjective 16 for Fobbi Holloway 1 1 o2 Objective 22 for Fobhi Holloway

8 |Parker Sarah 10164 |apprid 3 Objective 1 for Sarah Parker 4 4 1 This has a contrib factor

9 |Fain Collin 10695 |apprid 4 This is not rated 4 1 5 2 Ohjective 2 for Collin Fain

10 |Carmbs Shawn 11226 |apprid S Objective 3 for Shavwn Combs 5 5 3 Objective 3 for Shavwen Combs

11 |Hollenbeck |Kevin 11757 4 Okjiective 1 was missing

12 |Jensen Herbert 122855 |apprid 7 Cbjective 1 for Herbert Jensen 5 5 5 Cbjective 5 for Herbert Jensen

13 |Uster Ryan 12619 |apprid 8 This has a negative of | B -1 4 5] Objective B for Ryan Lister

14 |Lazoro Martha 13350 |apprid 9 Cbjective 3 for Martha | a0 4 4 7 Cbjective 7 for Martha 30

15 |Enright Bill 13581 |apprid 10 Objective 4 for Bill Enright 4 4 g Objective 8 for Bill Enright

16 |Morris Edna 14412 |apprid 11 Ohjective 5 for Edna Morris 4 4 9 Ohjective 9 for Edna Marris

17 | Arie Josiah 14943 |apprid 12 Objective 6 for Josiah Arie 4 4 10 Objective 10 for Josiah Arie

18 |DiFranco Martin 15474 |apprid 13 Ohjective 7 for Martin DiFranco 4 -1 3 11 Objective 11 for Martin DiFranco

19 |Coles Bartholomesw 16005 |apprid 14 (Objective 8 for Bartholomew: Coles 4 4 12 Objective 12 for Bartholomew Coles

20 |Crewe Carla 16536 |apprid 15 Ohbjective 9 for Carla Crewe 4 4 13 Objective 13 for Carla Crewe

21 [3myth Guy 17067 |apprid 16 Cbjective 10 for Guy Smyth 4 4 14 Objective 14 for Guy Smyth

22 |Coates Qwven 17595 [apprid 17 Objective 11 for Owenl 30| 4 1 5 15 Objective 15 for Owen‘ 35

23 |wolf Doug 181249 |apprid 18 Ohjective 12 for Doug Waolf 4 4 16 Ohjective 16 for Doug Walf

24 |Gibrar Calek 18660 |apprid 19 Objective 13 for Calek Gibrar 4 4 17 Objective 17 for Calek Gibrar

25 |Morris Tochd 19191 |apprid 20 Ohbjective 14 for Todd Morris 2 2 18 Objective 18 for Todd Morris

26 [\Weaver  |Beverly 19722 |apprid 21 Cbjective 15 for Beverly Weaver 2 2 19 (Cbjective 19 for Beverly Yeaver

27 |Keaton Larry 20253 |apprid 22 Objective 16 for Larry Keaton 2 2 20 Objective 20 for Larry Keaton

28 |Henderson |Sheila 20734 |apprid 23 (Objective 17 for Sheila Henderson 2 2 pal Objective 21 for Sheila Henderson

22 Kozak Marcus 21346 |apprid 25 Objective 19 for Marcus Kozak 2 2 23 Objective 23 for Marcus Kozak @
H 4+ W Objectives JESTREEETW summary [ Statistics { Rating Charts £ Share Charts 4 Combo Chart § Re |4 3
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Changes. To close the form, select Close. The form automatically saves when you

close the form.

The average score and rating of record calculated on this form are reflected on the
Pay Pool Panel worksheet when the record is saved. The only way to modify a
rating of record is by modifying the job objective ratings on this form.
Important: Objective Title is a required field in the CWB. Any changes made to
objective information in the CWB must also be made in the PAA (if applicable)
before the appraisal can be finalized.

Review Objective Ratings

Select an Employee

Meltzer, Gerard

Harris, Freddie

_E Parker, Sarah

Fain, Collin

Combs, Shawn

|| Jenszen, Hethert |

| Prey MNext

Ohjectives 1-5 ] Objectives 6-10 |

|l Use Objective?

Score
Average Score:

Rating of Record:

4.67
5

Employee Info
Employee Mame

Pay Schedule:
Pay Band:

Occupational Code
Base Salary
Rating Official

: Meltzer, Gerard
W0

2

S 1515

- §31 960

o Keaton, Larry

Contributing Adjusted

M Objective 3 Produce Reports

Objective Title Weight Rating  Factor Rating
1l ™ Objective 1 | Promote safety/health in the workplace | j | 5 j | j 5
M Objective 2 Support Yeapon System Sustainment | j | =3 j | 4
| I

[ Objective 4

|l

-] |

[~ Objective 5

||

|

T | S
[
[-]

] |

Ratin|

Close

Discard Changes

Save Changes ‘

E ' Dbijectives JEE Aoes e o=, Summary / Statistics 4 Rating Charts / Share Charts £ Combo Chart / Salary Markers / Recaord Mismat | €

Figure 21 - Modify Objective Ratings in the Review Objective Ratings Form.
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Pay Pool Panel Worksheet

The Pay Pool Panel worksheet displays 65 columns. Yellow cells can be edited but
white cells are protected and cannot be changed. The spreadsheet information flows
left to right.'! Unused columns can be hidden using the hide feature in the custom
tool bar ot checking the Funding worksheet Proration, Control Points, EPI/ O.AR
box(es).

Eligibility and Specially Situated Employees (Modal Ratings)

You can define your employee eligibility for payout from a selection of five
indicators offered in the Pay Pool Panel worksheet (starting with column O). The
first is whether an employee is eligible for a performance rating. Although most of
the employees in your pay pool are eligible for a rating, some employees may not be
eligible. For example, an employee who was hired from outside DoD into an NSPS
organization on September 20, 2008, is not eligible for a rating. When employees are
not eligible to be rated, the value in column O (Rated?) should be changed to “No.”

The second indicator is whether the employee is eligible for a modal rating. Specially
situated employees who receive a modal rating and payout, as defined in DoD NSPS
Implementing Issuances (SC 1940 Appendix 1), should not be included in the
spreadsheet and must be handled manually. If employees do meet the Modal Rating
definition, the value in column P (Modal Rating Eligibility?) should be changed to
“Yes” and the value in column O should be changed to “No”".

The third indicator is whether an employee’s salary is included in the pay pool.
There may be very rare circumstances when an employee’s salary should not be
included in the pay pool. For example, you have an employee that does not belong
in your pay pool. In these cases, the value in column Q (Include Salary in Pay Pool?)
should be changed to “No.” You may also consider deleting these employees from
your spreadsheet.

The fourth indicator describes an employee eligibility to receive a performance
payout. Most employees who are eligible for a rating are also eligible for a
performance payout, but there are some special circumstances when this is not the
case.

For example, an employee who retires after the end of the appraisal period, but
before the payout is not eligible to receive a payout. In such situations, the value in
column R (Payout Eligibility) should be chosen from the drop down menu: (a)
Eligible to be paid from this CWB? (b) Eligible to be paid from a different CWB? (c)
Eligible based on Modal Rating?; (d) Not payout eligible? Refer to Appendix 1 for
more information on Payout Eligibility.

! Working from right to left can cause problems in the spreadsheet. For example, changing a rating after the
number of shares has been set causes a mismatch. Avoid working from right to left and use the validate
function on the tool bar often to check for mismatches.
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The fifth indicator describes an employee’s specially situation condition. Refer to
Appendix 1 for more information.

Ratings

In the Pay Pool Panel worksheet, the average score (column Y) and rating (column
Z) are populated from the Objectives worksheet. The only way to modify a rating
of record is to modify the job objective ratings on the Review Job Objectives form. To
modify an employee’s job objective ratings, double click on an employee’s row to
open up the Review Job Objectives form.

Shares

The number of shares an employee receives is contained in column AA in the Pay
Pool Panel worksheet. The share range available for each employee corresponds to
the rating for that employee (column Z). For example, if an employee receives a
rating of 3, only 1 or 2 shares can be assigned.

Payout Distribution

Payout distribution, or the payout split between base salary increase and bonus, is
calculated based on the Performance Payout amount (column AB in the Pay Pool
Panel worksheet). Once a salary increase amount is calculated, the remainder of the
performance payout is automatically distributed as bonus. The amount of salary
increase can either be entered as a dollar amount or as a percentage of the
performance payout. You can choose which method on the Funding worksheet.
By default, 100% of the payout split goes to bonus.

A default payout split can be applied to the entire pay pool by entering a default split
in cell Z8, and selecting the Apply Defanlt button. Selecting the Apply Defanlt button
replaces any existing salary increase split values with the default.

The Rate Range Adjustment (RRA) is estimated in the Funding worksheet and
calculated for individual employees in column AD in the Pay Pool Panel worksheet.
That amount gets added to their current base salary in column AE.

Proration

Performance salary increases and bonuses can be prorated. By entering a proration
percentage in Pro-rate Salary Increase (%), column Al, the employee’s salary increase is
prorated by that percentage. The resulting salary increase is displayed in Pro-rate
Salary Increase (§),column AJ. When a percentage is entered into Pro-rate Bonus (%),
column BE, the employee’s bonus is prorated by that percentage. The resulting
bonus is displayed in Pro-rate Bonus (§), column BF.

The salary increase and bonus funds that are prorated cannot be redistributed to the
pay pool.
EPI and OAR

Extraordinary Pay Increases (EPI) and Organizational/Team Achievement
Recognition (OAR) in the form of base salary increases and/or bonuses can be
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distributed in the spreadsheet using columns AK, AL, BG, and BH. The aggregate
amounts distributed in the form of EPIs and OARs are calculated and displayed at
the top of the spreadsheet between columns AK, AL and BG, BH. Funds used for

EPI and OAR are not part of the pay pool funds and are not calculated in the

Funding worksheet.

Employees must have a final rating of record of 5 to be eligible for an EPI, and a
tinal rating of record of at least 3 to be eligible for an OAR.

Validating Data

One of the most important features of the spreadsheet is the Validate button

contained in the custom tool bar. When you select the validate button, the data is
checked and problems are circled in red. The validate feature checks for errors such
as rating and share mismatch and missing share values. A red marker appears over
the columns where an error occurs. When you correct the problem and validate
again, the circle and marker disappear. You should validate your data often!

3 Microsoft Excel - Compensation Workbench 2008/ 3.0.xls

B Fle  Edit  Wiew Insert

Format  Tools Data
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Figure 22 - Validating W

Al - B o Ta:
A 5] I | as | AB AD | AE

1 |Go To:
[ Fundine Calc Share Value =
3— Ohjectives
4 , Share Value Used=
= Estings and Shares
5| (Calculated) Salary
5_ Salary Incresse Employees: Increase
7 | Bonus 13
B | Total CY0T Base Pay: m
=] $926,189| Awvg: Avg: | Remaining $
450 442 5328 RRA: 1.50%

Last Hame First Hame Rating | Shares | Performance Rate Range | Current

Payourt ($) Adjustment | Base Salary
+ RRA

; (-] [~] <] (-] - (-] (-]
3 Mettzer Gerard s . 3 D $281B $1,230 §33,190
4 |Harriz Frecdie 5 5 §4,092 §1.154 §78,055
5 |Parker Sarah 3 3 D 54,442 §1.253 F84,739
B |Fain Caollin ) 2 §1,825 §1,267 F47,030
7 |Combz Sharwn 4 4 1,167 $412 §27 535
G |Jenzen Herbert $0 FET 423
9 |Uster Ryan 5 5 £2,239 f532 $42,711
PO [Lazoro Martha 5 5 £4,283 $1,208 §31 704
1 [Enright Bill 4 4 1,538 $578 §39,074
P2 |Marris Ecina 5 5 54,747
b3 |Arie Jogiah 5 ] §4,974 §1,403 §94 552
P4 |DiFranco Martin 5 ] $2,268 FE40 $43.273
5 |Coles Bartholomew B a5 4,834 1,363 F92.210

ill Circle Errors in the Pay Pool Panel Worksheet in Red
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Determining a Final Share Value

Once every employee has received a rating and share assignment, the calculated share
value is set. In the Pay Pool Panel worksheet below, you can see that this pay pool
estimated their share value to be 1.2000% and the calculated share value turned out
to be 0.9752%. By using the share value estimate, you can see that this pay pool has
over spent its budget by approximately $8,726 because the share estimate was greater
than the calculated share value.

Eﬂ Fle Edit YWew Insert Fomab Tooks Data Window LiveMesting Hep  Adobe PDF Typeaquestionforhelp w2 @
15d g0 VElsan g9 0o il i@ -of
Hinpurt < Export | %2 e e unhide [5{unhide Al | &F Hide S unhide [ Unfide Al | & Clear all Fikers | 4 | Sort | =5 Valdate | =55 Clear Crcles | #JDelete Row éH\ghhght!
i v #
A | B v [ 1 [ B AD | AE AF [ A | A [ A A A [ AL [
W_Gu To: Pay Pool Fund Funds Allocated
2_ Fundling Calc Share Value = Base Salary Increase 2.2600% 20,83
3_ Chictives Remaining GP 1.0000% 9,261 SurplusDeficit Distribution
4 hare Value Use: Total Salary Funding 3.2600% $30,192|  3.2368% 29,979 213 62.2%
(= Ratings and Shares )
15 | Estimated| Salary Bous 1 D00 261 19ESI% 18200 198.939) 8%
6 Saryocresse g Increase Total PayPool Funding  42600% $39453)  S2MIN 48T ($8,726)
7 | Bonus I
8_ Total CY07 Base Pay: EPI Salary il Re
9_ $926,189 Remaining $ Apply Defaut Remaining § | CAR Salary 30 -
10 454 | 4 8,726 RRA: 1.50% 4 §0 Total 0
LastName | FirstHame | Average | Rating Performance Current | Salary Salary | MaxSalary | Pro-Rate | Pro-Rated |EPISalary($)| OARSalary | Hew Base
Score Payout () Base Salary | Increase | Increase | Increase Salary Salary [t)] Salary
+RRA 0] Split(%) | Split(%) |Increase (%) | Increase ($) (computed)
i [] ([ [ [ 2 3 B 2 O x v v [-] [-] X
12
13 |Metzer Gerard 457 5 5 917 F20 | WIIO0 | ERed2 | 70O% | 100.00% 586,532
14 |Harria Fredidie 457 5 5 414 $105 | WEDSE | B2 | 70O% | 10000% 51 268
15 [Parker Sarah 500 5 5 §5,008 $1255 | B4TI0 | BRADG | 70O% | 100.00% 568,245
16 [Fain Calin 300 3 2 §2,057 $1207 | W70 | BI440 | 7O% | 100.00% 553,470
17 |Combs Shawn 400 4 4 $1.316 412 §i27 635 i 70.0% 100.00% 28,758
18 |Jensen Herbert 33 3 2 §2,096 $IA2 | WETI | B4R | TOO% | 10000% 530,204
19 [uister Fyan 475 5 5 §2524 §632 WA BIFET | 0O% | 100.00% 544 478
20 |Lazorg Martha 457 5 5 §4620 FI206 | BI04 | EEIE0 | 7OO% | 100.00% 565 054
21 |Ervight il 367 4 4 91647 §578 $I074 | BI2EE | 70O% | 100.00% 540 367
22 |Martis Edha 500 3 5 5,353
73 |irie Josiah 500 5 5 §5,605 $405 | 4EE | BRSN | 7OO% | 10000% 533 008
24 [DiFranco Martin 200 3 8 $2.557 840 43273 1,790 70.0% 100.00% 44,063
25 |Coles Bartholomew 500 5 5 §5,450 $1365 | B0 | EEAIS | 70O% | 100.00% 535,025

Figure 23 — Pay Pool Has Overspent Budget by $8,726
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In order to spend its entire budget, the pay pool should calculate the performance

payouts based upon the calculated share value. To do this, go to the Funding
worksheet and switch the share value from Estimated to Calenlated.

Select Share Value:

" Estimated
0.9752%
|  AE AF | AG | AH Al A | AK AL A
Pay Pool Fund Funds Allocated
Baze Salary Increase 2 2600% F20,931
Remaining GPI 1.0000% $9,261 SurplusDeficit Distribution
Total Salary Funding 3.2600% $30,192 2.6303% $24,362 $5,830 62.2%
Bonus 1.0000% 8,261 1.5969% F14,790 [F5,529) 31.8%
Total Pay Pool Funding 4.2600% $39,453 4.2272% $39,152 $301
EPI Salary 30 =
Apply Default Remaining § | OAR Salary 30 T
o 0] Total $0
e| Current Salary Salary Max Salary Pro-Rate Pro-Rated |EPI Salary ($) | OAR Salary Hew Base
| Base Salary | Increase | Increase Increase Salary Salary [£3] Salary
+ RRA (%) Split (%) Split (%) Increase (%) | Increase (%) {computed)
3 G - - [ [ [ [ 5
F55,190 ¥2, 797 70.0% 100.00% 55,957
5,055 ¥, 524 70.0% 100.00% 0,652
F54,739 F2,544 70.0% 100.00% K57 588
F&7 030 1,170 T0.0% 100.00% 55,200
F27 835 748 70.0% 100.00% 25,583
55,735 1,194 T0.0% 100.00% 59,529
Fd2.711 1,436 70.0% 100.00% Fd4,147
a1 ,704 52,747 T0.0% 100.00% 54 451
30,074 F1,051 70.0% 100.00% F40,125
94 552 F3,191 T0.0% 100.00% F95,073
F43,273 F1 455 70.0% 100.00% 44,728
92210 3,100 T0.0% 100.00% 85,310

Figure 24 - Use the Calculated Share Value to Spend the Overall Budget.

Reconciling Payout Distributions with Pay Pool Budget

When you use the calculated share value, it ensures that the sum of your

performance payouts equals your total pay pool budget except for a small amount
due to rounding payouts, the payout computation for retained pay employees, and
proration. However, it does not guarantee that the funds allocated for base salary
increases stay within with your salary increase budget. In the example below, this

September 2008

Page 31



CWB V3.0

pay pool has under spent its salary increase budget by approximately $5,830 Its
salary increase budget was 3.26% and it has allocated only 2.6303%. To correct this
situation, the pay pool must increase the salary allocation. Pay pools should allocate
as close to their budgeted amounts for salary increase and bonus as possible.

AF | AG | AH Al Al A | AL At
Pay Pool Fund Funds Allocated
Base Salary Increase 2. 2600% F20931
Remaining P 1.0000% 59 261 Surplus/Deficit |Distribution
Total Salary Funding 3.2600% $30,192 2.6303% $24,362 $5,830 62.2%
Bonus 1.0000% 9 261 1.5969% 14 790 [$5.529) 37.8%
Total Pay Pool Funding 4.2600% $39,453 4.2272% $39,152 301

Figure 25 — Funding and Spending Summary
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Pay Pool Panel Worksheet Column Descriptions

The Pay Pool Panel Worksheet displays 65 columns. Only columns/cells that are
yellow can be modified by the user. Other cells contain data that is either populated
from DCPDS or calculated in the spreadsheet. Every column has an auto filter. The
table below describes the columns.

Column Source

A DCPDS
B DCPDS
C DCPDS
D DCPDS
E DCPDS
F User Input
G DCPDS

Description

Last Name
Employee’s last name.

First Name
Employee’s first name.

Employee ID
Employee’s unique identifier assigned by DCPDS.

Appraisal ID
Employee’s unique appraisal identifier assigned by
Performance Appraisal Application.

Pay Pool ID
Pay Pool’s unique identifier.

Wildcard 1

First of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations.

Wildcards can be used to define sub-sets of a pay
pool (e.g., divisions, teams or departments) that are
used to generate statistics for those groups in the
Statistics worksheet. Calculations include: average
rating; average shares; number of employees; number
of employees already rated; and number of
employees who have been assigned shares for each

groupings.

Pay Schedule
Employee’s NSPS Pay Schedule. A set of related pay
bands for a specified category of employees within a
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Column Source

K

DCPDS

DCPDS

DCPDS

DCPDS

DCPDS

DCPDS

DCPDS

Description

career group. There are typically four pay schedules
(it varies by cateer group): Professional/Analytical,
Technician/Support, Supervisor/Manager, and
Student.

Pay Band

Employee’s NSPS Pay Band. Pay bands combine a
range of work into discrete levels. NSPS pay system
establishes a pay range for each pay band, with a
minimum and a maximum pay rate.

Occ Code

Numeric designator that replaces the occupational
series established by OPM in the title 5 classification
system. Each code represents a specific type of work
(for example, 0110 Economist; 1410 Librarian, 0893
Chemical Engineer).

Occ Cat Code

Occupational Category Code (Professional,
Administrative, Technical, Clerical, Other, and Blue-
collar (PATCOB))

Org Structure ID

Organization Structure Identification Number

UIC/PAS Code

UIC/PAS (Unit Identification Code for everyone
except Air Force and Personnel Accounting Symbol
for Air Force)

End Cycle Base Salary
Employee’s base salary as of the end of the rating
cycle.

Retained Pay

A “Yes” in this column indicates the employee’s base
salary is greater than the maximum for their pay
band. The employee is not eligible for performance,
EPI, or OAR salary increases, but may receive
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Column Source

User Input

User Input

User Input

User Input

User Input

DCPDS

Description
bonuses.

Rated?
Enables the user to select whether or not an
employee should be rated.

The default value is “Yes.”

Modal Rating Eligibility?

Employee will receive a modal rating and be paid
outside of the CWB

The default value is No”

Include Salary in Pay Pool?
Salaries for most employees will be included in the

pay pool.
The default value is “Yes.”

Payout Eligibility

Choice of four indicators describe employee’s
eligibility status

The default value is “a” meaning that the employee
will be rated and paid in this CWB

Specially Situated Condition
Choice of twelve indicators describe employee’s
specially situated condition if applicable

The default value is “a” meaning that the employee is
not specially situated

Rating Official

Name of the rating official who issued the
employee’s recommended rating of record in the
Performance Appraisal Application (PAA).

A Rating Official is a management representative,
usually the immediate supervisor, who is approved by
the pay pool manager to evaluate and assess
employee performance and recommend a rating of
record for review by the pay pool panel.
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Vv DCPDS
% N/A

X User Input
Y Calculated
7. Calculated
AA User Input

Sub-Panel Manager
Name of the sub-panel manager who oversees the
sub-panel to which the employee belongs.

Ratings and Shares
Marks the beginning of the ratings and shares section
of the spreadsheet.

Wildcard 2

Second of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations It can also be used to
create a user-specified group.

Average Score

The average of the employee’s adjusted objective
ratings. This value is carried to two decimal places
(e.g., 3.75).

Rating (Rating of Record)
The rounded average of the adjusted ratings for each
objective (see rounding rules below).

Rounding Rules for the Rating of Record:

If the average score is greater than x.50, then the
rating of record is calculated by rounding up to the
next whole number.

If the average score is less than or equal to x.50, then
the rating of record is calculated by rounding down
to the whole number.

Rating of Record S22/ Record

Descriptor
Role Model

Exceeds Expectations
Valued Performer
Fair

Unacceptable

— N WA O,

Shares
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AB

AC

AD

AE

AF

AG

Calculated

N/A

Calculated

Calculated

User Input

User Input

Rating o Share Range Available for
Record Assignment

5 50r6

4 30r4

3 1or2

2 0

1 0

Performance Payout ($)

An employee’s performance payout is calculated by
multiplying the employee’s base salary at the end of
the appraisal period (column M or pay band max if
on retained pay) by the number of shares earned by
the employee (column AA) by the share value (cell
AB4).

Salary Increase
Marks the beginning of the salary increase section of
the spreadsheet.

Rate Range Adjustment and RRA %

This column shows the Rate Range Adjustment
percentage as entered in the Funding worksheet

For each employee, it calculates the value of the rate
range adjustment as the product of the RRA% and
the base salary (column M)

Current Base Salary + RRA
Employee’s base salary as of the end of the rating
cycle including the RRA calculated in column AD

Salary Increase ($)

The performance salary increase dollar amount. This
value must be between 0 and the performance
payout amount.

Salary increase split can either be distributed as a
dollar amount or as a percentage of the performance
payout. A toggle switch is provided on the Funding
wotrksheet to switch between the two methods.

Salary Increase Split (%)
The percentage of the performance payout
distributed as salary increase. See Max Salary Increase
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Split (%) below.

Salary increase split can either be distributed as a
dollar amount or as a percentage of the performance
payout. A toggle switch is provided on the Funding
worksheet to switch between the two methods.

Max Salary Increase Split (%)

Maximum salary increase percentage the employee
can receive based on a control point or pay band
maximum.

If a control point is entered for the employee, and
the Allow Over Control Point (column AP) is “No,”
then Max Salary Increase Split (%) is based on the
control point.

AH Calculated

If a control point is entered for the employee, and
the Allow Over Control Point (column AP) is “Yes,”
then Max Salary Increase Split (%) is based on the
Max for Pay Band.

Pro-Rate Salary Increase (%)
Al User Input  The percentage by which the employee’s
performance salary increase is pro-rated.

Pro-Rated Salary Increase ($)

The resulting pro-rated salary increase amount. For
AJ Calculated example, if an employee’s salary increase was $2,000,

and the pro-ration percent was 50%, then the pro-

rated salary increase would be $1,000.

EPI Salary ($)
The dollar amount of the Extraordinary Pay Increase
(EPI) salary increase. This amount is limited by

AK User Input  control points and/or the maximum for a pay band.

Employees must have a final rating of record of 5 to
be eligible for an EPL

OAR Salary ($)

The dollar amount of the Organizational/Team
Achievement Recognition (OAR) salary increase.
This amount is limited by control points and/or the
maximum for a pay band.

AL User Input
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AM

AN

AO

AP

AQ

AR

AS

AT

Calculated

User Input

Calculated

User Input

Calculated

Calculated

Calculated

Calculated

Employees must have a final rating of record of 3 or
greater to be eligible for an OAR.

New Base Salary (computed)

The employee’s new base salary after adding in the
performance salary increase, EPI, and OAR, but
before enforcing control points or the maximum for

a pay band.

Control Point

The salary used as a control point for the employee.
Control points can be manually entered for each
employee, or can be applied by pay schedule and pay
band by using the Control Point worksheet.

Hit Control Point?
A “Yes” indicates the employee has reached the
entered control point.

Allow Over Control Point?
If “Yes” is selected, the employee’s salary is allowed
to pass over the control point salary.

If “No” is selected, the employee’s salary is capped at
the control point salary, and any remaining salary
increase is rolled over as carryover [bonus]. The
carryover amount is displayed in column BA.

Max for Pay Band

The maximum base salary for the employee’s pay
schedule and pay band in the CWB. These
maximums are the new pay band maximums
effective in January 2009.

Hit Max for Band?
A “Yes” indicates the employee has reached the
maximum for the employee’s pay band.

Performance Salary Increase ($)

The final performance salary increase after the
control point and pay band maximum rules are
enforced.

EPI ($)
The final EPI salary increase amount after the

September 2008

Page 39



CWB V3.0

AU

AV

AW

AX

AY

AZ

BA

BB

Calculated

Calculated

Calculated

Calculated

User Input

n/a

Calculated

Calculated

control point and pay band maximum rules are
enforced.

OAR (%)
The final OAR salary increase amount after the
control point and pay band maximum rules are
enforced.

Final Base Salary Increase ($)
The sum of the final performance salary increase,
EPI salary increase, and OAR salary increase.

New Base Salary

The employee’s new base salary after adding their
tinal performance salary increase, EPI salary increase,
and OAR salary increase to their base salary.

The sum of columns M and AV.

New Salary in Relation to Pay Band Max
The § amount the employee’s salary is below the
maximum of their pay band.

The difference between columns AQ and AW.

Wildcard 3

Third of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations. It can also be used to
create user-defined groups.

Bonus
Marks the beginning of the bonus section of the
spreadsheet.

Carryover ($)
Any funds intended to be given as a salary increase
but could not because of a control point or pay cap.

Sum of Carryover cell (BA10) is the sum of all
carryover values in the pay pool.

Bonus ($)
The performance bonus dollar amount. This amount
is the difference between the entire performance
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BC

BD

BE

BF

BG

BH

BI

BJ

BK

BL

Calculated

Calculated

User Input

Calculated

Calculated

Calculated

Calculated

Calculated

Calculated

Calculated

payout and the amount of the payout distributed as
salary increase.

Carryover + Bonus ($)
The sum of Carryover (§) and Bonus ($).

Bonus Split
The split of the performance payout distributed as
bonus.

Pro-Rate Bonus (%)
The percentage by which the employee’s
performance bonus increase is pro-rated.

Pro-Rated Bonus ($)

The resulting pro-rated bonus amount. For example,
if an employee’s performance bonus was $1,000, and
the pro-ration percent was 50%, then the pro-rated
bonus would be $500.

EPI Bonus ($)
The dollar amount of the extraordinary pay increase

(EPI) bonus.

Employees must have a rating of 5 to be eligible for
an BEPL

OAR Bonus ($)
The dollar amount of the Organizational/Team
Achievement Recognition (OAR) bonus.

Employees must have a rating of 3 or greater to be
eligible for an OAR.

Performance Bonus ($)
The final performance bonus.

EPI Bonus ($)
The final EPI bonus.

OAR Bonus ($)
The final OAR bonus.

Total Bonus ($)
The sum of the final performance bonus, EPI bonus,

September 2008

Page 41



CWB V3.0

BM

BN

User Input

User Input

and OAR bonus.

Wildcard 4

Fourth of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations. It can also be used to
create user-defined groups.

Wildcard 5

Last of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations. It can also be used to
create user-defined groups.
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Summary Worksheet

The Summary worksheet displays a “print-ready” view of your pay pool data. This
report prints one-page wide. The sort, filter, and hide/unhide button is used to

customize the report. A wildcard column is included to help generate custom filters
and

Sorts.

@]‘ File  Edit Wiew Insert Format  Tools Dats  Window  Live Mesting Help  Adobe POF Typd
INSEASIGR RIS BE S0 o0z 2 o o
] impart g Export | gﬂfﬂ!de e unhide [£]|Unhide &l | =1 Unhide !LEU_nh\de Al | Clear alFiters | % | sort | S5 validate | 25 Clear Circles | . Highlight !
Al x 13
A | B [ToleElFr[ & [ H | I [ ] ke[ wm [ nw [ a[prp [alFRr s |

1

Last Hame |First Name | Pay | Pay | Occ End Rating Official | Sub Pay Pool |Rating [Shares |Performance| Salary |Perform |Perform | Bonus | Perfor | Bonus

Sched | Band | Code Cycle Manager Payout (§) | Increase | ance ance Spiit | mance |Increase
ule Base Split (%) | Salary |Increase Bonus %
Sala Increase % €]

2l B EEE T & S S I - I G Y B o B G
2
4 |arie Jogiah D 3 a01 $93479 |Holloway, Bobbi |Burng, lan 3 1 2,148 60.0% 1,289 1.368% 40.0% 839 0.82%
5 |Combs Shawn B 1 303 $27 423 |Keston, Larry  |Burng, lan 4 4 $2.521 60.0% 1,513 5.52% 400% | $1,006 | 368%
B |Enright Bil ¥R 1 30 $38,496 |Henderson, Sheil:Burns, lan 4 4 $3.539 B0.0% §2,123 551% 400% | $1416 | 568%
7 |Fain Collin YD 3 9 585,743 |Keston, Larry  |Burns, lan 3 2 $3,942 60.0% $2,365 2.76% 40.0% | $1577 | 184%
8 |Harrie Freddie A 2 2210 $76,904 |Keston, Larry  |Burns, lan 3 1 767 50.0% 854 1.15% 50.0% 883 1.15%
9 |Hollerkbeck  [Kevin WA, 2 B01 $68,419 |Charity, Eleanor |Ferguson, Sarsh 4 3 4718 B0.0% 2,83 4.14% 400% | $1.387 | 276%
10 |[Jensen Herbert b 3 §18 67423 |Henderson, SheildBurns, lan 3 2 54019 60.0% 2,411 276% 400% | $1606 | 1.84%
11 |Lazoro hiartha A 3 220 360,496 |Henderson, SheilsBurns, lan 3 a $3,252 60.0% 5551 6.90% 40.0% | $3701 4 B0%
12 |Metzer serard D 2 1515 $61,960 |Keston, Larry  |Burng, lan 3 1 1,684 50.0% 942 1.15% a0.0% 942 1.15%
13 |morris Edng A 2 601 $95,220 |Holloway, Bobbi |Burng, lan 2 1] 30 0.0% $0 0.00% | 100.0% $0 0.00%
14 |Parker Sarah WA 2 E01 $83,486 |Meston, Larry  |Burns, lan 3 1 1919 50.0% $3960 1.15% 50.0% 5959 1.15%
15 |Uster Ryan VA 1 301 542,079 |Hendergon, SheiliBurns, lan 3 1 967 60.0% %550 1.38% 40.0% $357 0.92%
|16 |
117 |
|18 |Data is for pay pool use only. Do not release without pay pool manager approval.

Figure 26 - Summary Worksheet Is Formatted to Print One Page Wide
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Statistics Worksheet

The Statistics worksheet displays the average rating, average shares, number of
employees, number of employees already rated, and number of employees who have
been assigned shares for each rating official and sub-pool. To view data for portions
of your pay pool, set a filter on the Pay Pool Panel worksheet to select the group of
employees, and then select the Refresh Wildeard button.

Wildcards can be used to define sub-sets of a pay pool (e.g., divisions, teams or
departments) that are used to generate statistics for those groups in the Statistics
worksheet. To refresh the wildcard grouping, select the desired Wildcard group in
the drop-down box provided and click on the Refresh Wildeard button.

B3 Microsoft Excel - Compensation Workbench 2008 2.55 PR Burns.xls

i3] Fle Edt View Insert Format Tools Daka  Window  Help Type aquestion forhelp |+ & X
TR MEVE TN A A e A R R L e YT P ) Bivssasser  sssaB s uj=== STy |
i I W B e e N | | (2] By {23 ¥4 Reply with Changes...End Review... !

: F3Import |33 Export | 5 validate !
A1 - A
A s [ ¢ T o [T E T F [ e [ H T v [T b7 T K [ L [ M [ W T ol P [ aTlRrRTTH=
I Pay Pool Statistics
Wildcard Stats by: | Wildeard 1 ~|

B

T T Employees Employees

Refresh Wildeard Average Average Numberof Employees Assigned Payout Average
Rating  Shares Employees Rated Shares Eligible Payout

Overall Pay Pool 4.20 3.85 20 20 20 20 $3.117

Rating Official

EEREEED

Henderson, Sheila 4.40 4.20
Huolloway, Bobhi 5.00 5.00
Keaton, Larry 4.40 4.20
Kozak, Marcus 3.00 2.00

$3.232
$3,993
$3.379
1,863

B
S
e
e
e

[

[

=

Sub-Panel Manager

=

E

Burns, lan 4.20 3.85 20 20 20 20 $3.117

a5

Wildcard 1 Column

o|m

bt
=]

FLD 4.20 3.80 10 10 10 10 $3128
H@ 4.20 3.90 10 10 10 10 $3.108

Statistics are for pay pool use only. Do not release without pay pool manager approval

S ) Y 3 T O P Y ) P e P Y
0| 00| i) T =00 3] =33 | | =0 G| o | Co| 3 =<5 o5 Oy 3 o o | | G| 13 =

W4 b TR, Summary ) Statistics / Rating Charts £ Share Charts { Comba Chart / Salary Markers { Record Mismatches /' < >
Ready

Figure 27 - In This Example, Groups Entered into Wildcard 1 in the Pay Pool
Panel Worksheet Are Used in the Statistics Worksheet

September 2008



CWB V3.0

Rating Charts

The rating charts provide a bar chart showing the rating distribution of the pay pool.
The top chart shows the count of employees receiving each rating, and the bottom
chart shows the percentage distribution. Charts are for pay pool use only. Do not
release without pay pool manager approval.

Rating Count

Rating Distribution

100% 4
0% 4
0% -
TO% A

e S5

0% 4

40% 4

30% A 25%

20% 4

10% A

0% 4
1 2 3 4 1
Rating

» w £ Objectives AETISe =l Summary f Statistics ' Rating Charts / Share Charts # Combg
Figure 28 — Rating Charts
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Share Charts

The share charts provide a bar chart showing the shares distribution of the pay pool.
The top chart shows the count of employees receiving each number of shares, and
the bottom chart shows the percentage distribution. Charts are for pay pool use
only. D|O not release Wi;chgu;c pay ploollmarllagerI applrovlal.

1= I

o T T

Shares Count

Shares Distribution

1005
A 1
B 1
T 1
Bir
501 1
4005
0% 1
20 1

10%: 4

0% 4

Shares

b M { Ohjectives AEEVASa=lEa= P Summary £ Statistics # Rating Charts % Share Charts / Comba Cha

Figure 29 — Shares Charts
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Combo Chart

The combo chart provides a bar chart showing the percentage of employees in each
pay band that received each rating or share. For example, the chart below shows
that 50% of YA-2s received a 3 rating, and 25% received 2 and 4, and none received
a1 and 5. You can select a different pay schedule and view either rating or share
distribution in the chart options menu. Pay schedules that do not exist in your pay
pool are grayed out. Charts are for pay pool use only. Do not release without pay
pool manager approval.

Cloge

If closed, this menu
can be reloaded by
leaving this sheet and
re-gelacting it.

3T
34|
E
E

10%

0%

25%
I 17%
T H T
1 2 3
Rating

25%,
I 17%
T H T
4

[ A~ [ B8 Je[p[EJF[ 6 [ HT[ [ J[KJTLI[M]MWNI[IOI[P[G] R
1]
=
_ﬂ_ YA Rating Distribution
Y Value 100% 100%
a, e —

@+ Rating  Share 100%

80%
Pay Schedule
& oA O a80%
fABEE 70%
o o
~ v B0% R

EO0% 509 A2

i i 50% —
p r OvYA3

40% Ora All
CVG CYP
ol 30%

20% %

Charts are for pay pool use anly. Do nat release without pay pool manager appraval.

47
Figure 30 — Combo Chart
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Salary Markers Worksheet

The Salary Markers worksheet provides two charts which can be designed to
display employees’ salary positions within a pay band and pay schedule. The
population is limited to employees that are eligible for a payout from this CWB.
Click the Modify Charts button to change the pay schedule, the starting or final salary,
and to limit the displayed population with a wildcard. Charts are for pay pool use
only. Do not release without pay pool manager approval.

B3 Microsoft Excel - Compensation Workbench 2008 2.51 PR.xls.
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Figure 31 - Salary Markers Worksheet
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Certifying Data

Once your pay pool data is finalized and you are ready to upload the data into
DCPDS, your pay pool manager must certify that the data is final and correct. By
selecting the certify results checkbox on the Instructions worksheet, the pay pool
manager is certifying that these conditions are true. The spreadsheet performs a last
validation when you certify your data. You will not be able to certify your data until
it passes validation. Upon certifying your data, you will be prompted to enter the
Performance Review Authority and Pay Pool Manager’s names. These names are
used on the addendum to the DD2906 generated from the CWB.

5 End Cycle | Rating Official | Average Rating Valid Sum of 1D Hur
Base Salary Score Rating ? Weights

5 [ 2 I 2 N 2 I ca R ca B £

o 51,960 (Keston, Larry 4 E7 a Yes E574

0 576,904 Keaton, Larry 4.67 5 Yes 575

o $53,486 Keaton, Larry 5.00 B Yes ES57E

2 $55,7435 [Keston, Larry .00 ] Yes BS7T

I F27 423 |Keston, Larry 4,00 4 Yes BSTS|
> Fa G350
el F4 B581

Pay Pool Review Authority

Congratulations! Your spreadsheet has passed validation.

Please enter the Performance Review Authority and Pay
Poal Manager below as they should appear on the 2306
addendurms. After the Ok button is clicked employee data
can be exported and 2906 addendums can be generated.

Pay Pool Manager

| Piven, Bartholormew

| Simpson, Clark

Cancel

Figure 32 — Certification Pop-up Form
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Exporting Data out of the Spreadsheet

To export the data out of the spreadsheet, select the Export button on the custom
menu. Save the file onto your computer. Now, the file can be uploaded to DCPDS.
The file name appears in the format “first 10 characters of the pay pool ID” +
“date” + “export”.

3 Microsoft Excel - Compensation Workbench 2008 3.0.xls

%J Ele Edit  View Insert Format  Tools Data Window LiveMeeting Help  Adabe PDF
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My Recent e . ?
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Figure 33— Export Dialogue
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Generating Employee Notices

An addendum to the DD2906 form can be printed from the Instructions
worksheet. Before generating the forms, you can use the filters on the Pay Pool
Panel worksheet to select the set of employees for whom you want forms. Also you
can use the sort button to place the employees in the order you want the forms
generated.

Forms are generated in batches of 200.

Step 10: Generate Employee Notices (addendum to the DD2905) Employee notices will be generated in
the arder in which they appear in the Pay FPool Panel worksheet. Iffilkers have been set, notices
will only be generated for visible employees.

[ Include detailed objective information on 2906 addendum

Select the Generate Employee Notices button on the Instructions worksheet;

You can check “Inciude detailed objective information on 2906 addenduns” if more
information is desired. The CWB asks you where you want to save your notices file.
Once the employee notice forms are generated, the CWB asks you if you would like
to print them. Be aware that, as noted on the form, the new salary may be incorrect
if pay changed between the end of the cycle and the start of the new pay year.
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Employee Notice of Pay Pool Decisions
(Addendum to DD 2906)
For Official Use Only
This Information Protected by the Privacy Act of 1974

Employee Name: Meltzer, Gerard

Base Salary $81,960
{on last day of performance cycle end date)

Org Structure ID: AAAT1122
Pay Pool Review Authority: Fiven, Bartholomew
Pay Pool Manager: Simpson, Clark
Rating Official Keaton, Larry
Performance Cycle End Date: 9r30/2008
Rating Effective Date: 1152009
Rating of Record: ]
Number of Shares Awarded: k]
Final Share Value (%): 0.9752%
Total Value of Awarded Shares: 3,996
Share Distribution

Base Salary Increase (§): $2,797

Bonus ($): $1,199

Salaties and payout amounts may change due to salany
changes made after the appraisal closeout period.

Objective Contributing Adjusted
# Weight Rating Factor Rating
1 g g
2 g g
3 4 4
4

Figure 34 - Each Employee Notice Is a Tab in the Generated Spreadsheet

Record Mismatches Worksheet

The Record Mismatches worksheet displays a list of employees in the pay pool
with their average scores and ratings in the PAA at the time of download and the
average scores and ratings contained in the CWB. Mismatches are highlighted in
orange.
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= FEREIE YA Y R AR R I R N N
Impart g Export | 802 Hide 30¢ Unhide [E|unhide all | i‘: Unhide HEF Unhide &l | " Clear &ll Fikers | % | Sort | 55 vali

Al - f
A | B [ ¢ D E F G H |

Mismatches hetween the data downloaded from the PAA and the data contained in

the CWB are highlighted
Last Hame First Hame |Employee| Rating Official PAA PAA CWB CWB
1] Average Rating Average Rating
[T [T F [T Score| « [T Score| * [T
etzer Gerard 9102 |Keston, Larry 4 67 = 4 67 3
Harris Frecidie 9633 |Keston, Larry 4 E7 5 4 67 5
Parker Sarah 10164 |Keaton, Larry 5.00 S 5.00 5
Fain Callin 10695 |Keston, Larry 300 3 .00 3
Comhs Shawn 11226 |Keaton, Larry 4.00 4 3.00 3
Jensen Herbert 12288 |Henderson, Sheila 333 ) 3.33 ]
Uster Ryan 12819 |Henderson, Sheila 475 S 475 5
Lazoro Martha 13350 |Henderson, Sheila 467 o 3.33 1
Enright Bill 13581 |Henderson, Sheila 367 4 367 4
tlorris Ecina 14412 |Holloweay, Bokbi 5.00 5 5.00 5
Arie Jasiah 14343 |Holloweay, Bobbi 5.00 ] 5.00 B
DiFranco Martin 15474 |Holloweay, Bokki 2100 El 5.00 o
Coles Bartholomew 16005 |Holloweay, Bokbi 5.00 5 5.00 5

Data iz for Pay Pool Manager use only, Mot for release.

Figure 35 - Mismatches Are Highlighted

September 2008

Page 53



CWB V3.0

Relationship with Other Applications and Tools

Relationship with the Manage Pay Pool ID (MPPID)
Application

Since pay pool data is extracted from and uploaded to DCPDS based on MPPID, it
is required that your pay pool hierarchy, including sub-pay pools, be created and
current using the Manage Pay Pool ID application. The MPPID application is
currently available via self-service for pay pool administrators. The MPPID User
Guide is available on the NSPS Readiness Tool.

Relationship with the Pay Pool Analysis Tool (PAT)

Files exported from CWB can be imported to populate the PAT. The PAT can
import multiple export files and generates statistics and comparisons across and
between pay pools. The PAT can also import data directly from one or more CWBs.
The PAT is available on the NSPS Readiness Tool.
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APPENDIX 1 — Summary Of Enhancements

DCPDS CWB Extract File

The DCPDS CWB Extract file now includes Organization Code, Occupational
Category Code (Professional, Administrative, Technical, Clerical, Other, and Blue-
collar (PATCOB)), and UIC/PAS (Unit Identification Code/Personnel Accounting
Symbol)

This information cannot be edited within the CWB.

Pay Pool Panel Worksheet— Additional Status Indicators

To help identify specially situated conditions for the HR community, the pay pool
panel worksheet displays new indicators such as “Payout Eligibility”, “Modal Rating

Eligibility” and “Specially Situated Condition” to last year’s “Rated”, and “Include
Salary in Pay Pool” status indicators. The “Payout Eligible” (Yes/No) indicator has

been deleted.
Payout Eligibility Indicator | Indicator Description
Label

Eligible to be paid from this CWB a Employee will be rated and paid in this CWB

Eligible to be paid from a different CWB b Employee will be rated in this CWB, but paid from another

Eligible to be paid based on Modal Rating c Employee will receive a modal rating and be paid outside of the
CWB

Not payout eligible d Employee is not eligible for a payout

Specially Situated Condition Indicator | Indicator Description

Label

Not Applicable a No specially situated condition

Ex-Employee b Employee left DoD after rating cycle ended

LWOPMil) c Employee is on leave without pay due to military duties

LWOP (Wkrs Comp) d Employee is on leave without pay due to workers compensation

LWOP (Other) e Employee is on leave without pay due to some other qualifying
condition

Temp Asnmt Non-NSPS f Employee is temporarily assigned to dues in a non-NSPS
position

Perf. 100% Union Duties g Employee performs union duties full time (payout eligibility
should be ¢)

Min period not met h Employee does not meet the 90 day minimum period to receive
a rating

Moved to Non-NSPS posn i Employee left for a non-NSPS position after the rating cycle
ended

Post cycle move to new Pay Pool j Employee will be rated in the old pay pool and paid in the new
(payout eligibility should be b)

Ext'd paid leave k Employee is away from his or her position for an extended
leave period

Long Term Tng 1 Employee is away from his or her position for an extended
period of training
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Enhanced Hide Functionality
* In the Objectives, Pay Pool Panel, Summary and Record Mismatch tabs, you can use
the “Hide” button to hide selected row(s). When un-hiding these rows using the
“Unhide” or “Unhide All Rows” buttons, you will be prompted as to whether you
want to continue (Yes/No) to help ensure that sensitive employee data is protected.
Hiding rows on the “Pay Pool Panel” sheet hides the respective employee(s) on the
Objectives, Summary and Record Mismatches sheets.

Objectives Worksheet —View Objective Ratings Interface
*  When looking at an employee’s objectives from the “View Objective Ratings”
interface, only five of the maximum ten objectives will be displayed at one time when
selecting the new “Objectives 1-5” tab. You can toggle to view the last five objectives
by selecting the “Objectives 6-10 tab.

Pay Pool Panel Worksheet

Added a column to show amount of each employee’s pay band adjustment in the
Salary Increase section. The “Rate Range Adjustment” (RRA) for that employee is
calculated based on Rate Range Adjustment percentage in the Funding worksheet.
There is another column, the “Current Base Salary +RRA” column, that shows the
employee’s current base salary to which the calculated rate range adjustment from
the previous column has been added.

Displays the amount of salary dollars carried over to bonus. In the Bonus section,
you can now see the sum of all carryovers in a new cell in row 10 labeled “Sum of
Carryover ($)” right above the “Carryover (§)” label

Wildcard Columns:

O Values entered into the Wildcard columns are now included in the Export
file. One direct outcome is that those values are imported into the Pay Pool
Analysis Tool (PAT) if you decide to use that tool for advanced statistics and
reports.

O You can now use any of the five Wildcard columns of the Pay Pool Panel
worksheet to generate the Wildcard statistics section on the Statistics
worksheet.

Rating, Share, and Combo Charts Worksheets

The CWB now allows for copy and paste of charts. In the Rating, Shares, and
Combo charts, this new release makes it easier for you to copy and paste graphs and
charts from the CWB into a presentation such as PowerPoint: just copy and paste
into a slide and format as needed. Be sure to use “paste special” to avoid embedding
the entire CWB (including sensitive data) in the copy.

Salary Markers Worksheet (New)

Added salary marker chart to show position in pay band. The tool will display
individual, mean, and median values of starting or final salaries for the pay schedule
you selected.

This information will be displayed by dots in boxes corresponding to that pay
schedule’s pay band.
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*  You create the charts by selecting the Pay Schedule you are interested as you click on
the “Modify Charts” button.

*  You can further refine your selections with the “Salary Marker Choices” button
where you can create charts showing either the Starting or Final salaries.

Instructions Worksheet: Modified DD2906 Addendum
e The following information is now available on the DD2906 Addendum:

— Employee Name, Base Salary, Org Structure ID, Pay Pool Review Authority,
Pay Pool Manager, Rating Official, Performance Cycle End Date, Rating of
Record, Number of Shares Awarded, Final Share Value (%), Total Value of
Awarded Shares, Shatre Distribution (Base Salary/Bonus)

— In addition, for each objective, you can select to display the weight, rating,
contributing factor, and adjusted rating values.
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APPENDIX 2 — Using the CWB with Excel 2007

Installing Service Pack One for Office 2007 before using the CWB in Excel 2007 will
eliminate problems you may otherwise see in several of the charts.

Enabling Macros

The CWB is currently developed in Excel 2003 to maintain compatibly with users of
previous versions of Excel. Excel 2007 has quite a few differences with previous
versions. One of the most significant is enabling macros.

In Excel 2007 Microsoft has taken a different approach to security. It is now
necessary to click the Options button in the Security Warning dialogue.

{E.;\ H ] = Compensation Workbench 2008 3.0 [Compatibility Mode] - Microsoft Excel i o]
T =~
- Home Insert Page Layout Farmulas Data Review View Developer @ - = X
= ) Arial e = 5= Insert == A :
B | = 7l i
Tt O || B || A | 2~ |||l o e = Defete B
Past: - ; / T Styl o rt & Find &
T I |[E] 8 A |5 25| @ | (i e Bl Format~ || (2 Fiter~ Select~
Clipboard = Font E Alignment d MNumber - Cells Editing
@ Security Warning Some active content has been disabled. Options... *
| e 3 Je | ¥
21 A B c D E F G H J K L M [N
(N
2 ONGPS Compensation Workbench (CWB) 1
3 2008 v3.0
For Official Use Only
4 This [nformation Protected by the Privacy Act of 1974
This application will help NSPS organizations conduct the NSPS pay pool process. It is designed to ook and
5 function much the same as the spreadsheet used during the pay pool management training
b
How to use this spreadsheet:
7
Step1:  Impont your pay pool's data into the spreadsheet. Remember that your data file must be in the
same folder as the spreadshest. The spreadsheet will then import your data and display a
confirmation message when complete
8
Step 2:  Enter your pay pool's funding parameters. if using estimated share value, and method of
distributing salary increases (dollar or percentage} on the Funding worksheet. You can switch
i diztributinn mathnds at amstimaOn tha fundina wiocdeshast won can alsn chooza to hids tha
44 » M| Instructions  Funding .~ Control Points - Objectives #MsciRsvRaE e Summary i T— !
Ready | 3 [EE =

Figure 36 — Enabling Macros in Excel 2007

Page 58 September 2008



CWB V3.0

Macros are enabled by clicking the option Enable this Content option and then clicking
the OK button.

o =

Microsoft G.#i.CE'.SECUFHZ:f Options :

Security Alert - Macros & ActiveX

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled. This active content might
contain viruses or other security hazards, Do not enable this content unless you trust
the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  C:\MSPS\Compensation Warkbench 2008 3.0.xls

) Help pratect me from unknown content {recommended)

Cpen the Trust Center [ O ] [ Cancel ]

Figure 37 — More on Enabling Macros
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CWB Custom Toolbar

The custom toolbar is not as accessible as it is in earlier versions of Excel. Much of
Excel’s functionality lies in the Rzbbon. There is a tab in the Ribbon named add-ins.
Clicking this tab brings up the custom toolbar as in the image below.

( o [ R R Compensation Workbench 2008 2.0 [Compatibility Mede] - Microsoft Excel = =

Home Insert Page Layout Farmulas Data Review View Add-Ins | @ - O X

Hjmport |3 Expart M2 Hide M Unhide [Z]Unhide Al & Hide 31} Unhide I Unhide a1l & Clear All Fitters & | Sort B validate

Custom Taolbars

i Al - £ | GoTo:

L H
= A | B | ¢ D E

5
7 -

= BEunding

i- | Qhbjectives

é | Ratingsand Shares
'G Salary Increase
I-’ | Bonus

8

Employees:

0
o | Total CYO7 Base Pay:
9 | 3
4 W[ Instructions . Funding -~ Control Points .~ Objectives
Ready |

Figure 38 — See Add-Ins for Custom Tool Bar
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Compatibility Checker

When the CWB is saved, Excel 2007 may generate an alert stating the CWB is not
compatible with earlier versions of Excel. This is inaccurate as the CWB was

developed in an earlier version of Excel. Ignore this error and click the Continue
button.

Microsoft Office Excel - Compatibility Checker

The following features in this workbook are not supported by earlier versions
of Excel, These features may be lost or degraded when vou save this
a workbook in an earlier file format. Click Continue to save the workbook

anyway. To keep all of your features, dick Cancel, and then save the file in
one of the new file formats.

references to data in this region will return a #REF! errar,
Location: 'Contral Points'

Summary Mumber of occurrences
Significant loss of functionality G | &
Thig 'fw.u:ur_kl:_ucunk contains data in cells outside of the row and : .2- ‘ ‘
St e S H

This workbook contains data in cells outside of the row and 2,
column limit of the selected file format. Data beyond 258 {IV)
columns by 65,536 rows will not be saved. Formula o Belp

Check compatibility when saving this waorkboao)

Figure 39 — Erroneous Warning

Saving in Excel 2007 format

It is advisable to save the CWB in compatibility 2003 format rather than in 2007
format. Unpredictable results can occur if the CWB is save in 2007 format.

Trusted Locations

The CWB can be opened in a Trusted Location and security loosens up a little. The

user is no longer prompted to Enable Content and all macros are enabled upon
opening the spreadsheet.
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Trusted Locations can be created using the following steps:

1) Click the round Office button in the top left window of Excel and the Click the
Excel Options button in the bottom.

I
| Hew
;.»" Qpen
l”‘g Convert
b =
ﬁ Save As
-

Sl Print

Fe

Prepare

% Send

Publish

J Clase

= Compensation Workbench 2008 3.0 [

Recent Documents

=

Compensation Workbench 2003 3.0
Compensation Workbench 2008 2.51 PR

g Ira

Pay Pool Analysis Tool 2003 Development v41.0
Pay Pool &Analysis Tool 2008 Development w40.0

| 4=

Compati

B T T3

ST

]

l.ﬁ Excel Options |l)( Exit Excel.lé

Figure 40 — Excel Options
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2) On the next screen that appears click the Trust Center button and then click the
Trust Center Settings button.

Excel Options

Fopular
B @ Help keep your documents safe and your computer secure and healthy.
Farmulas
Proofing Protecting your privacy
Save Micrasoft cares about your privacy. For more information about how Microsoft Office Excel helps to protect your privacy,
please see the privacy statements.
Advanced . ’ .y
Show the Micrasoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program
Add-Ins

“Trust Center i Security & more

Resources Learn more about protecting your privacy and security from Microsoft Office Online.

Microsoft Windows Security Center
Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings, These settings help keep your computer T
secure, We recommend that you do naot change these settings. Trust Center Settings...

[ Ok j [ Cancel

Figure 41 — Trust Center
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3) Click the Add New ocation Button.

Trust Center

e

Trusted Publishers

F;. rusted Locations |

Add-ins

ActiveX Settings
Macro Settings
Message Bar
External Content

Privacy Options

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files

that the new location is secure,

+ If you change or add a location, make sure

Path

User Locations

ChProgram Files\Microsoft Office\Templates)
2

Choram Files\Microsoft Office’\Officel 2W(LSTART,
CgmiAppDatatRoaming' Microsoft'\Templates),
L

Chagram Files\Microsoft Office\Officel 2\Library,

Policy Locations

AppDatatRoaming'Microsoft\Exce [\ XLSTART,

ram Files\Microsoft Cffice’ Officel 2\STARTUP,

Description

Excel 2007 default location
Excel 2007 default location
Excel 2007 default location
Excel 2007 default location
Excel 2007 default location
Excel 2007 default location

Date Modified

: Application Templat...
: User StartUp

: Excel StartUp

: User Templates
 Office StartUp
 Add-ins

Path:
Description:

Date Modified:

Sub Folders: Allowed

C\Program Files'\Microsoft Office\Templates),
Excel 2007 default location: Application Templates

[add newlocation...] [ Bemave ] [ Madify..

D Allowe Trusted Locations on my network {not recommended)

|:| Disable all Trusted Locations, Only files signed by Trusted Publishers will be trusted.

[ OK j [ Cancel

Figure 42 — Add new location
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4) Click the Browse button and navigate to the desired folder to add to the Trusted Locations

5) Click the OK button.

Microzoft Cffice Trusted Location @

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure,

Path:
CH{MNSPS

Browse, ..

il iSubfolders of this location are also trusted!
Description:

Date and Time Created: 8/27/2008 3:57 PM

K Cancel

Figure 43 —Browse for Folder
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6) Click the OK button to exit the Trusted Locations dialogue box.

Trust Center

Trusted Publishers

“Trusted Locations

Trusted Locations

Warning: &ll these locations are treated as trusted sources for opening files, If you change or add a location, make sure

Add-ins that the new location is secure,
) ) Path Drescription Date Modified
ActiveX Settings User Locations
Macro Settings CANSPSY 8/27/2008 3:57 PM
ChLagmiAppDatatRoaming \Microsoft'Templatest,  Excel 2007 default location: User Templates

gram Files\Microsoft Office\Officel 2'Library’,  Excel 2007 default location: Add-ins

am Files'Micrasoft Office\ Officel ZSTARTUP,  Excel 2007 default location: Office StartUp

ram Files\Microsoft Office’\Officel 2MLSTART,  Ewxcel 2007 default location: Excel Startlp
AppDatatRoaming Microsoft\Exce\¥LSTART,  Excel 2007 default location: User StartUp
M\Program Files\Microsoft Office’ Templates’, Excel 2007 default location: Application Templat...

Message Bar

C
C
External Content L&
.
&

Privacy Options

Policy Locations

Path: CHYMSPSY
Description:

Date Modified: 8/27/2008 3:57 PM
5ub Folders: Allowed

Eédd newlocation...ﬂ [ Bemaove ] [ Madify.. ]

D Allowe Trusted Locations on my network {not recoammended]
|:| Disable all Trusted Locations, Only files signed by Trusted Publishers will be trusted,

OK Cancel

Figure 44 — Select Folder
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7) Click the OK button to exit the Excel Options dialogue box.

Excel Options 5| (]
Popular
Help keep your documents safe and your computer secure and healthy.
Formulas
Proafing Protecting your privacy
sSave Microsoft cares about your privacy, For more information about how Microsoft Cffice Excel helps to protect your privacy,
please see the privacy statements,

Advanced : . .

Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement

Customer Experience Improvement Program
Add-Ins

~Frust Center - Security & more

REETE Learn mare about protecting your privacy and security from Micrasoft Office Online,

Microsoft Windows Security Center
Microsoft Trustwaorthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings, These settings help keep your computer
secure, We recommend that you do not change these settings,

Figure 45 — Exit the Options Dialogue
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