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Introduction

DoD introduces Self-Service HR functionality within the 
Defense Civilian Personnel Data System (DCPDS) 
through two easy-to-use modules:

My Biz and My Workplace
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Key Features

• Secure, real-time, on-line access to key personnel 
information from your workstation, anytime

• Employees to view personnel information

• Employees to update personal information

• Managers and Supervisors to view personnel 
information about their staff

Available to employees, these Self-Service HR 
modules will allow:
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Welcome to…



My Biz

• View your personnel information 24/7 from your 
workstation

• Update specific fields of personal information

My Biz is a web-based Self-Service HR module that 
grants access to your official personnel information.

My Biz allows you to:
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Review Your Personnel Information

• Appointment 
• Position
• Personal 
• Salary
• Benefits
• Awards and Bonuses
• Performance

My Biz allows you to view information related to your 
employment and verify its accuracy. 
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Update My Information

• Emergency Contacts

• Email Address (@.mil only)

• Disability Codes

• Race and National Origin (Ethnicity and Race 
Identification)

• Foreign Language Proficiency
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Keeping this information up-to-date and accurate is

important. You have a secure, real-time, on-line way to 

maintain your information easily.

My Biz allows you to update certain personal information 
that may change from time to time.



Access My Biz
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Here is the My Biz

responsibility. The functions available to the 

employee user are provided in 

the middle area. There will be 3 

current functions available to the 

user once the performance 

management module is deployed. 

My Information contains the 

employee’s information 

Update My Information is the 

function used to update email 

address as well as emergency 

contact information. 

PAA can be accessed starting 

October 1, 2009 (proposed 

date). 



Access Your Information
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My Information
Appointment Information

The Appointment tab shows information related to your appointment including  your Tenure, 

Wage Grade Increase Pay Date, and NTE dates on temporary actions and LWOP-US. 



My Information
Benefits

The Benefits Tab shows your Federal Employee Group Life Insurance, Health Benefits Enrollment, 

TSP Contributions and Retirement Plan. 



My Information
Personnel Actions

The Personnel Actions Tab lets you view all your personnel actions since September of 2007. 

To print your Personnel Actions check the box next to the personnel action you would like to view

and click view selected. The actions will be viewable in Adobe Acrobat.



Update Your Information

12

This is a screen shot of the Update My Information page where the user is able to update his/her 

information. 

The user can update email address, disability code, foreign language proficiency, ethnicity and race 

identification, and emergency contact information. 



Welcome to…
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My Workplace

My Workplace allows you to:

• View your employees’ personnel information 24/7 
from your workstation

• Print employee’s Emergency Contact information
• Receive Trial Probationary Completion notices

My Workplace is a web-based Self-Service HR 
module that allows managers and supervisors
access to information about their staff members.
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My Workplace
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This screen depicts the My Workplace responsibility and the functions found within. Note the differences in the My

Workplace functions as opposed to the My Biz functions. This is the area the manager/supervisor is expected to 

come to in order to process any work-related issues applicable to his/her employees. 

The My Employee Information function is where the manager/supervisor will view employees’ records. 

The Performance Appraisal Application function is the door to the appraisal module the manager/supervisor will 

use to rate employees (proposed effective date of October 01, 2009).

The Suspenses function is where you may access the Trial Probationary Completion notifications.



My Workplace
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The manager/supervisor is identified and beneath his/her name are 

the employees he/she supervises. If one of these employees is a 

supervisor, there would be a similar symbol (circled in red) beside 

their name. The manager/supervisor identified below would be able 

to open those employee records as well.  



Overview

My Biz

• All employees

• Update employee information

• View employee information

My Workplace

• Supervisors only

• View employee’s record

• Receive Trial Probation 

Completion notices



More Information

My Biz and My Workplace link:  
https://compo.dcpds.cpms.osd.mil/

Issues with My Biz / My Workplace contact:

Oklahoma Military Department Employee Services Office

At (405) 228-5000
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https://compo.dcpds.cpms.osd.mil/

