Self-Service HR:
My Biz and My Workplace
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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

Avallable to employees, these Self-Service HR
modules will allow:

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

Employees to view personnel information
Employees to update personal information

Managers and Supervisors to view personnel
information about their staff
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My Biz

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

My Biz allows you to:

* View your personnel information 24/7 from your
workstation

« Update specific fields of personal information
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Review Your Personnel Information

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

Appointment

Position

Personal

Salary

Benefits

Awards and Bonuses
Performance
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Update My Information

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

Emergency Contacts
Emalil Address (@.mil only)
Disability Codes

Race and National Origin (Ethnicity and Race
|dentification)

Foreign Language Proficiency

Keeping this information up-to-date and accurate Is
Important. You have a secure, real-time, on-line way to
maintain your information easily.
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Access My Biz

Department of Defense
ICE MyBiz ICEPAAV3 Logout Preferences Oracle Help

Navigator Favorites
£ 911 NGB OKHRO00037 My Biz \ Edit Favorites )
F~ My Information€—
DoKcl D PAYROLL REGENERATION [E Update My Information N H H
P e X omsa (PA) My Information contains the

[JPER OKH&%UUUST =l Pedformance Appraisal
CIVSBRPTO 000037
N

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.

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).
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Access Your Information

o Departiment of Defense

Plumadore, Carmelo CPMS W
FEMCRAL IMFO: The infaernation is cumend as of [oday's dale
Crgamezalion AF AUDIT AGENCY t&
AFIGWENFYZCI
Fosition 57367.SUPERVISORY Grade OGR4
AUDITORSTSZH. AFG.APPR
Total Salary 11511600 USD
Appointment Fo=tion Farconal Salary E=nefiis Aarzrd= and Bomyzes Ferdomance

Job Title  Auditing [0511)

Irfarrmalion deplayed in this se der, Jab or Sssignrment Slatus

2 Prosious 141 o Nem 1 &
|Step or Rate |
oo

Details Effective Date
P Shcre 0B- Jan-2006

Hetamped Grade Delafs
Daie

Diate From To Retained Grade Hefained Siep or Rate ReTiged Pag N gtainey Pay Tihle |D Retained Pay Basis Temporary Fromotion Step

Mo data exisis

| Appoimtment | Postion Peorsonsl  Sslsy  Beneflls  fwerds atMEo

Homig | Lageud | '—"r A
Cogramght 2000-2004 Oracie Conporation. Al nghts resewed

From this paga, the wser can nawgate fo the ofher tabs
of information relatve fo the tab sslectad
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My Information
Appointment Information

# Department of Defense

ICE MyBiz

ICE PAA W3 Home Logout Preferences

Vermillion, Lena Janean

GEMNERAL INFO: The information is current as of today's date_

Organization

JOINT FORCE HQ - OK NGARWSASAA 01 Job Title

Human Resource Assistance (0203)

Position T70408E00.HUMAN RESOURCES Grade/Pay Band
ASSISTANT MNGAR.TECH
Total Salary Step or Rate
Email Address Office Symbol
View Emergency Contact Information
_J Appointment [ Position Personal Salary Benefits Awards and Bonuses Peformance Personnel Actions

Information displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.

Details Effective Date

IJl}b IGradeiPay Band

& Previous | 11 B3] Mext 1 =
ISlep or Rate I

¥ Hide 04-Dec-2008

Human Resource Assistance (0203) GS-07

Work Schedule F - Full-Time

Part-Time Hours Biweekly

01

Pay Rate Determinan

Position
9 - Not Applicable

Annuitant Indicator
Assignment MTE Start Date
Leave Without Pay Start Date
Sabbatical Start Date

Email Address

Retained Grade Details
Date From
Mo results found.

Date To Retained Grade

0 - Regular Rate

Retained Step or Rate

WG Due Date
Last Equivalent Increase
Tenure

08-Nov-2009
09-Nov-2008

Date Arrived Personnel Office
Assignment NTE Date

Leave Without Pay End Date
Sabbatical End Date

04_Dec-2007

W@ng.army.mil

Retained Pay Plan Retained Pay Table ID Retained Pay Basis

1 - Permanent - Tenure Group 1

Temporary Promotion Step

Appointment [ Position Personal Salary

Benefits

Awards and Bonuses Peformance Personnel Actions

ICE MyBiz | ICE PAA W3 | Home | Logout | Preferences

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.

SELF SERVICE HR
MY PERSONAL INFORMATION

79y WORKPLACE

SELFSERVICE HR

MY PERSONNEL INFORMATION




My Information

Benefits

Department of Defense

ICE MyBiz ICE PAA W3 Home Logout Preferences

Vermillion, Lena Janean
GEMERAL INFQ: The information is current as of today's date.
Organization JOINT FORCE HQ - OK NGARWSASAA 01
Position T0408E00.HUMAN RESOURCES
ASSISTANT. NGAR.TECH
Total Salary

Email Address @ng.army.mil

Job Title
Grade/Pay Band

Step or Rate
Office Symbaol

Human Resource Assistance (0203)

View Emergency Contact Information

Appointment Puosition Personal Salary J Benefits [ Awards and Bonuses Performance Personnel Actions
The following section displays detailed historical information through today's date.
FEGLI
FEGLI | start Date |
Basic + Option B (2x) + Option C (3x) 23-Mov-2008
Basic only 09-Mov-2008
Excluded from life insurance coverage by law or reg 04-Dec-2007
Health Benefits
& Previous (11 [l Next 1 &
Details Start Date Health Plan Enrollment IPremium Conversion I
= Show 02-Feb-2009 Federal Employee Health Benefits Special Code (ZZ) Enrollment Waived/Cancelled (Y) Pre Tax
Thrift Saving Plan
& Previous [ 1-1 Bl ext 1 =
Details Start Date Amount Rate Status IStatus Date I
B Show 07-Jun-2009 5 Y - Elected To Contribute 07-Jun-2009
TSP Catch Up Contribution
Start Date End Date Catch Up Amount

Mo results found.

Retirement Plan
Retirement Plan

FERS Coverage

N - FERS and FICA-Reserve Tech
2 - FICA

A - Automatically Covered By FERS
0 - Mot Covered by FERS

Appointment Position Personal

Salary ] Benefits [ Awards and Bonuses

Perdormance Personnel Actions

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

TSP Contributions and Retirement Plan.
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My Information

Personnel Actions

Department of Defense

ICE MyBiz ICE PAA WS Home Logout Preferences

Vermillion, Lena Janean
GENERAL INFO: The information is current as of today's date.
Organization JOINT FORCE HQ - OK NGARWSASAA 01

Position 70408E00.HUMAN RESOURCES Grade/Pay Band
ASSISTANT.201258. NGAR.TECH
Total Salary Step or Rate
Email Address @ng.army.mil Office Symbol
Appointment Paosition Personal Salary Benefits Awards and Bonuses Performance Personnel Actions
The following se

fund and logdl national employ®™es only those Personnel Notifications processed on or after 23 March 2008 are available for viewing.

Job Title  Human Resource Assistance (0203)

View Emergency Contact Information

gys detailed personnel information. Note: For appropriated employees, only those Personnel Notifications processed on or after 23 Sept 2007 are available for viewing. For non-appropriated

View NPA

Select All | Seleer

Select Effective Date |Fir=‘.1 NOA First NOA Description Second NOA Second NOA Description Approval Date
[0 04-Jan-2008 894 Gen Adj 02-Jan-2009
[0  04-Dec-2008 880 Chg in Tenure Group 13-Feb-2009
[0 23-Mov-2008 881 FEGLI Chg 26-Nov-2008
[0 09-Mov-2008 002 Caorrection 870 Conv to Excepted Appointment 13-Feb-2009
[0 09-Nov-2008 570 Conv to Excepted Appointment 14-Mov-2008
[0 06-Jul-2008 846 Individual Time Off Award 08-Jul-2008
[0 06-Jan-2008 894 Gen Adj 09-Jan-2008
[0 04-Dec-2007 171 Excepted Appointment NTE 22-NOV-2008 04-Dec-2007

Appointrment Position Personal Salary Benefits Awards and Bonuses Performance 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.
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Update Your Information

Update My Information

Employee

Employee Name

Work Email Address @ng.army.mil
Profile l Handicap Language Ethnicity and Race Emergency Contact Education Training
My Profile

Security Question and Change Password Info

| Update/Hewiew Security Cluestion J | Change Password J

Work Email Address
& TIP Please enter your Work Email Address only and select the Update button to save.
Work Email Address @ng.amy.mil

| Update

Employee Phone Number

& TIP To enter anew Type phone number, select the Add button. To update an existing phone number, select the actual number listed in th
select the Trashcan next to the record.

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.
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My Workplace

My Workplace is a web-based Self-Service HR
module that allows managers and supervisors
access to information about their staff members.

My Workplace allows you to:

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

« Print employee’s Emergency Contact information

* Recelve Trial Probationary Completion notices
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My Workplace

! Department of Defense
ICE MyBiz ICE PAA W3 Logout Preferences Oracle Help

Navigator Favorites
Edit Favarit
[ 911 NGB OKHRO00033 My Workplace |_Edit Favorites |
2 My Biz E All Actions 'ﬁ""','f"a't”“.' YUE," 'ﬁ't.tenmn_ - After using your browser to access DCPDS, close all of your
- I Performance Appraisal Application (PAA) browser windows and restart a new browser session.

(3 OK CIVDOD PAYROLL REGENERATION My Employee Information Sometimes the browser can hold that information in memory
(3 PER OKHRO00039 Update My Information (e.g. cache, etc) and some web sites know where to look to find

(3 VSB RPT OKHRO00039 Suspenses it. For more infarmation Click here
Apply Action(s) to Multiple Employees (PAA)

Manage PAA Trusted Agent Authorization

SPS Performance Management Reports Interactive Customer Evaluation
View/Print Performance Management Reports ({ICE) replaces My Biz Suggestions
View Previous Requests

(TG

Common Access Card (CAC) Login Information

This screen depicts the My Workplace responsibility and the functions found within. Note the differences in the My
Workplace fuyictiong as opposed to the My Biz functions. This is the area the manager/supervisor is expected to
come to in ofder tp 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 Perfornfance Appraisal Application function is the door to the appraisal module the manager/supervisor will
use to rateéémployees (proposed effective date of October 01, 2009).

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

} Department of Defense

My Employee Information

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

employees he/she supervises. If one of these employees is a
Supervjgor, there would be a similar symbol (circled in red) beside
ame. The manager/supervisor identified below would be able
open those employee records as well.

_J Appointment |_ Position

&

Foc ame
Carmelo CPMS

j Appointment [ Fasitian

/:'ersonal /galar\.r Awards and Bonuses Performance
Assignment  Assignment Assignment
Positj Organization Grade Job Status Start Date End Date
lumadare
Casey Colwell 47038 AUDITOR 457970 AFOE APPRAF AUDIT AGEMCY G5-13 Auditing  Active 11-Jan-2004
AFOEWEDGF Y 2201 s11) Appointment
Chad 47038 AUDITOR. 426620 AFOG. APFR AF AUDIT AGEMCY G512 Auditing  Active 18-Sep-2005
Minnehan AFOBMYEDBF Y ZC01 0511) Appointment
Elden Chrisley 47038 AUDITOR. 420339 AF05. APFPRAF AUDIT AGEMCY 55-13 Auditing  Active 26-Jun-2005
AFOBWEDGF Y ZCO1 0511) Appointrnent
Richie Sulcer 47038 AUDITOR. 436857 AFOE. APPR AF AUDIT AGEMCY 55-13 Auditing  Active 04-Apr-2004
AFOEWEDGF Y ZC01 a511) Appointment
Shanell Marke 47038 AUDITOR. 424519 AFOE APPRAF AUDIT AGEMCY 55-13 Auditing  Active 23-Jan-2005
AFOEWEDGF Y ZC01 s11) Appointment

Personal Salary Awards and Bonuses

Performance

Home | Logout | Preferences

Copyright 2000-2004 Oracle Corporation. Al rights reserved.
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Overview

My Biz My Workplace

» All employees e Supervisors only
» Update employee information -+ View employee’s record

* View employee information * Receive Trial Probation
Completion notices
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X 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/

