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Self Service‘My Biz'
Module 1, Chapter 1
Before You Begin

Introduction The Self Service Employee ‘My Biz’ module provides employees the ability
to access their Defense Civilian Personnel Data System (DCPDS)
employment-related information. The following pages provide a brief
overview of ‘My Biz’.
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Accessing ‘My Biz’

To access ‘My BizZ, you must log into the DCPDS Portal. For specific DCPDS Portal
information, contact your Human Resources Office (HRO).

%ﬁ N QCPDS PORTAL

b ) ?B'lhﬁ’W(}RIEPLA

SEF HEET
I FUB DmMAT

News and Information B Smart Card Access & Help | Reporting Problems

Last updated Jun 21, 2011 Returning Smart Card For personnel data concerns in
18:00 CDT user? Login and select your "MyBiz", contact your Servicing Human

s
iRl BT

Announcing DoD's New non-email certificate when Resources Office.

DCPDS Portal - with i . .

Newrs anglrﬁcorm\:;:ionﬁ asked to choose a digital For technical problems (i.e., Smart
certificate. Card issues, access problems, etc...)

section for employees (My

: First time Smart Card user | Ragj with the application, select the
Biz), managers (M egister F .
Wo)rkplace]?and{Hg or need to make name Contact List for your organization's

changes? Register before computer support Help Desk.

logging in.
Attention All DoDEA Users:

DCPDS/My Biz/My Authorized Non-Smart Card (Non- Cofmpone_nt Help Desk
Workplace Downtime — The CAC) Access Information

m

Professional users!

DCPDS DoDEA server will be Returning Non-Smart Card user (Non-  If you are having problems accessing
unavailable to all users for a CAC)? Use the username and password this site, please select Contact List
limited period of time starting fields below to login. to locate and directly contact your
23 June 2011, 5:00 CT, Portal Username: Component Help Desk.

during its DCPDS operations

migration to the Denver Data Portal Password: For additional information, check out

Center. Full access will be our Freguently Asked Questions

restored 1 Jul 2011, 0700, ¢ " (EAQ)!
4 First time Non-Smart Card | Register

CT._Thank you for your (Non-CAC) User? Before

patience. using the DCPDS system, you

The Defense Civilian must first register.

Personnel Data System Password problems? You

{DCPDS) has been may go here if you have
upgraded from Oracle® E- configured your account for
Business Suite 11i to _ automatic password resets.

Privacy Act | Accessibility | Privacy and Security Policy | CPMS Information

Figurel
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After successfully accessing your region via the DCPDS Portal, the ‘My Biz’ home page
displays. Selecting the “My Biz’ link will open the ‘Functions’ menu of available tasks.

4 Department of Defense

- Havigator

£ My Biz | My Biz
[ READONLY PERSONMELIST E My Information
=
E update My Information
E Employment Verification
I_J Performance Appraisal Application (PAA)

Figure2

Note: When navigating within *‘My Biz’, you must utilize appropriate icons, buttons and
links to navigate through the screens. The ‘Back’ button must not be used while
navigating within ‘My Biz’.

Navigating in ‘My BizZ'

Let’s take a look at the features of this page. The page displays three columns:
‘Responsibilities’, ‘Functions’, and ‘Favorites’.

The left column displays your ‘Responsibility’;

[= n

] My Biz

Figure3

Before You Begin Module 1, ‘My BiZ Page 3
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The column in the middle displays the available ‘Functions’:

= My Information

E uUpdate My Information

E Employment Verification

E Performance Appraisal Application (PAA)

Figure4
My Information — provides view of employment-related information.
Update My Information — allows you to update specific personal information.
Employment Verification —allows you to provide employment information to financial
organizations
Performance Appraisal Application (PAA) — allows you access to PAA Application.

The column on the right displays ‘Favorite’ websites.

Favorites

Personalize

After using your browser to access DCPDS, close all of your
browser windows and restart a new browser session.
Sometimes the browser can hold that information in memory
(e.g. cache, etc) and some web sites know where to look to find
it. For more information Click here

The Defense Civilian Personnel Data System
(DCPDS) has been upgraded from Oracle® E-
Business Suite 11i to Oracle® Release 12. Aside
from the screen color changes, there are only a few
minor changes users may encounter, none of them
affecting functionality. To see what these specific
minar changes are, please go to this link : B12 User
Documentation(POF)

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs.

You have not selected any favorites. Please use the "Personalize”
button to set up your favorites.

Figure5

Accessing and Creating Favoritesin ‘My Biz'

Before You Begin Module 1, ‘My BiZ Page 4
—
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‘Favorites’ allows you quick access to commonly-used websites. To access a web site
from your list of favorites, right click on the link you want to open and select ‘Open in

New Window’.

g Department of Defense

Dpen in Mew Windaw
Save Target As...
Print Target

cuk

Copy
Copy Shorteut
Paste

Add to Favorites. ..

Properties

Figure 6

Before You Begin

=

Defense Civilian Personnel Advisory Service (DCPAS)
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To return to the application, select the “X” to close the window.

W @ g Drpwsment ol Defense Grokin Pensnnel Manag-—. |

DEPARTMENT o= DEFENSE

2011 Worldwic
-

© Empow
WWHE

Figure7

Before You Begin Module 1, ‘My BiZ Page 6
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Select the |_Personaiize | by yton to make changes to your ‘Favorites’.

Fa_vnritﬁ /
Personalize

After using your browser to access DCPDS, dose all of your browser
windows and restart a new browser session. Sometimes the browser can
hold that information in memory {e.q. cache, etc) and some web sites know
where to look to find it. For more information Click here

The Defense Civilian Personnel Data System (DCPDS) has
been upgraded from Oracle® E-Business Suite 11i to
Oracle® Release 12. Aside from the screen color changes,
there are only a few minor changes users may encounter, none
of them affecting functionality. To see what these specific minor
changes are, please go to this link : R12 Uzer Documentation
(POFY

CPMS does not maintain Federal Long Term Care Insurance and Flexible
Spending Account Programs.

You have not selected any favorites. Please use the "Personalize” button to set
up your favorites.

Figure8

Before You Begin Module 1, ‘My Biz Page7
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To add a “favorite’ website, select the | Personaiize | button.

@ Department of Defense

Salect function Prompt Description Menu Hierarchy Responsiblity

Reesponsibifity uRL Open in New Window

cancel | | Apply

Figure9
Type the name of the web site you want displayed on your homepage; then, type the URL

information and select the _22#%| button. In this example, ‘OPM” website will be added
to the favorites list.

a Department of Defense

Customizs Favories

Meni Hizrarchy Responsibility

WWW.OPM.COV /

Figure10

After applying the changes, the homepage displays with the new link under the
‘Favorites’ column. In this case, ‘OPM’ website was added to the favorites list.

Before You Begin Module 1, ‘My BiZ Page8
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After using your browser to access DCPDS, close all of your
browser windows and restart a new browser session.
Sometimes the browser can hold that information in memory

it. For mare information Click here

The Defense Civilian Personnel Data System
(DCPDS) has been upgraded from Oracle® E-
Business Suite 11i to Oracle® Release 12. Aside
from the screen color changes, there are only a few
minor changes users may encounter, none of them
affecting functionality. To see what these specific
minor changes are, please go to this link : R12 User

Documentation(PDF

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs.

Dom ¢—

Personalize

(e.g. cache, etc) and some web sites know where to look to find

Figurell

March 2012

Note: To remove a ‘favorite’ from your list, select the web site by clicking in the check
box under the ‘Select’ column, selecting the ‘Remove’ button and clicking ‘Apply’.

@ Department of Defense

esponsibiiry

B

Menu Hierarchy

ch that favorta was oniginally addsd s nat avalabie from the current ssrver herarchy or is Expire

Description  Responsibiity  URL

WW.OPM.COV

Move
3 @ oM
3| @ Federal Long Term Care veaswe tcfeds.com

Open in Hew Window

Cancel

Apply

Figure12

I nteractive Customer Evaluation (I CE)

The IIRESVEES link allows users to electronically review Component

services/products.

ICE MyBiz ICEPAAVI FAQ Logout Help

Before You Begin

DCPAS

Figure 13

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division

Module 1, ‘My Biz Page9
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L ogging Out of ‘My Biz’

To properly logout, select the link at the top or bottom of page and exit your
DCPDS Portal session.

ICE MyBiz ICE PAAV3 FAQ Logout Help

jorites

Personalize |

Figure 14

Before You Begin Module 1, ‘My Biz Page 10
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Self Service‘MyBiz'
Module 1, Chapter 2
Accessing My Information

Introduction The Employee ‘MyBiz’ module provides employees the ability to view their

employment-related information. The following pages provide a brief
overview of the ‘MyBiz, MyInformation’ functionality.

Contents

Topic Page

Accessing ‘My Information’- General Information

Show/Hide Information

Information Tabs

Appointment Tab

Position Tab

Personal Tab

Salary Tab

Benefits Tab

Awards and Bonuses Tab

Performance Tab

Personnel Actions Tab

Other Features

Interactive ICE

0N |jol ||| WIWWIIN (N

Logging Out of ‘My Biz’

Accessing My Information Module 1, ‘My BiZ Pagel
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Accessing ‘My Information’ - General Information

After Ioggiig? into the Defense Civilian Personnel Data System (DCPDS) Portal, select
‘MyBiz’, = Wy Information function to view your information.

Y G

Figurel

The header displays a summary of your current position and a link to Emergency Contact
information. This information is viewable from any tab selected.

GENE FO: The information is current as of today's date.
Organization Job Title

Position Grade/Pay Band
Total Salary Step or Rate
Email Address Office Symbol

View Emergency Contact Information
View Joint Duty Assignment Information

Appointment  Position Personal | Salary Benefits | Awards and B Perfor Per: | Actions

Figure2

Show/Hide I nformation
Show

A “Show” link displays when additional information is available. Select the

S0 ink to open the folder and view the additional data.

Details Effective Date Job Grade/Pay Band Step or Rate
——————Pp | Show 27-Mar-2011 Aircraft Mechanic (8852) Ws-10 02
Figure3
Hide

Once you finish viewing the information, select SIHI% 15 close the folder.

Detasils 1 ffnethon Dat - Jab
R e 27-Mar-2011

vt Uiz Ky Ermmragarscy §mphoyien

=1 Enlistid

Figure4

Accessing My Information Module 1, ‘My BiZ Page?2
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Information Tabs - The following is a list of the tabs with associated information.

ppointment Tab contains your current appointment information.

tics Salary and Paerdormance Personnel Actions
InTeTTTEnGn displayed In this section |s based on changes o efther the Position, Organization, Location, Grade, Job or Assignment Status.
Previous 1-1 - Mext 1 =
Details Effective Date Job Grade/Pay Band Step or Rate
= Hide | 27-Mar-2011 Alrcraft Mechanic (8852) W5-10 0z

Work Schedule

Pay Rate Determinant

WGI Pay Date

Key Emaergency Essential Empl

Part-Time Hours Blwoackly
WGI Due Date  23-Sep-2012
Last Equivalent Incroase  27-Mar-2011
Tenure 2 - Conditional - Tenure Group 2

Employes Position
Annuitant Indicator 3 - Ret Enlisted Date Arrived Personnel Office  20-Sep-2010

Assignment MTE St
Leave Without Pa

Assignment NTE Date
Leave Without Pay End Date
Sabbatical End Date

Emall Address

Figure5

Position Tab contains your position information.

Appointmegl rsonal  Salary  Benefits  Awards and Bonuses  Performance  Personnel Actions
Information & #ction Is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status,
Effective Grade/Pay Target Office
Details Date Position Name Organization Band Job Title Grade Symbol
S Hide 20-5ep-2010 OT203. AIRCRAET MECHANTC 58 MAINTFMANCE &0 W5-10 Alrcraft Mechanlc ' WS-10
SUPERVISOR. AFOIKVO] (8852)
Supervisory Status 2 - Supervisor or Manager Work Schedule F - Full-Time
Part-Time Hours Biweekly Pay Basls  PH - Per Hour
FLSA Category  E - Exempt Bargaining Unit Status  BEBH - Ineligible for Inclusion In A
Bargaining Unit
Pay Table 1D WOB9 Oracle Federal Wage Grade Position Sensitivity  Nancritical-Sensitive (NCS)
Pay Table (FWA) No. WD89 National Security Risk
Security Access  Access National Agency Check and PRPYSCT
Inquiries (ANACT)
Payroll Office ID DE Supervisory Diff Eligibility
Position Occupled 1 - Competitive Service Language Required
Drug Test  Agency Req Drug Test of Training Progrem 10 YY - Not Applicable
Incumbent{ Tier One)
Key Emergency Fssential  Position Not Designated Intelligence Posltion Ind - Non-Defense Clvilian Intelligence
Emargency-Essential Or Key Parsonnel System

LEC Position Indicator 0 - No Applicable Program

Figure 6

Accessing My Information Module 1, ‘My BiZ Page3
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v Bonelilts  Award

! information Uirougl to

Details As OF Effective Date
ity 19-Sep-2011
SO Leave 20 Sep 2010 Socinl Security Number

Dialw OF Birth  21-May- 1064 Gunscdor  Funpmnaalas
Dizability Code 05 - 1 do not have a disability. Cizenship 1 - WS, Citizen, Includes U.5.
Nationals
Uate Lz omation Agency Code Transfer From
Veterans Prefe or RIF M - Mo

Veterans Preference 1 - None
Vaterans Status P - Post-Vietnam-Era Veloeran

Appointment Type 28 - petitive - Career-
Conditional

[ Address
Current Appaintment Authority (13

Current Appointment Authority (2) Previous itetirement Coverage
=0 Ci 20 Sarpy- 2010 00
SCO Retires 20-Sop-2010
Military Recall Status ¥ - Mot Applicable
Uniform Service Component 1 - Regular-Persons Whose
« Swee 1% O D by

Resarve Ca
Date Hetired Uniform Service
Uniform Service Designation

MillLasy Ratls winent Wadver Ind

Retirernenl Grade 38
Croditabie Military Sorvico

Excoption Rotiremont Pay Ind

1 - Not

Roquired/Requostod/ Grantod

Frozen Service  OUOOO0

Date Conversior Due  20-Sep-20173

Diate Ricrnd Conve .

Date Proby Trial Period B
Ettinicity And

SCT

Diote Conversion Career Deglns

White

Figure7

Salary Tab contains your pay related information.

| Awards and B | 0} 1 Actions

\ppoi il Salary fi
e folle section displays \I-.'l-Mrulu;-n|I|-'.'-|.--_1I|lu.'.1.|',"

v Not Applicabile
¢ U1-Jul-2010
Adr Foree

Wabvser Mol Rasquined
00

20 Sep 2010

Presious 1-1 ~ Mext 1 &
Delails Elfective Date Basic Pay  Locality Pay Adjusted Basic Pay Other Pay Total Pay  |Localily Percenl: Currency
=jHide 27-Mar-2011 31.90 0.00 31.90 31.90 14.16 usD
AUD AUO Premium Pay Indicator
Availability Pay Avallability Pay Premium Pay Indicator
Retention Allowance Retention Allowance Percentage
Supervisory Differential
Appointment  Position  Personal S rids and ) Actions
The fallowing section displays detafled histor 's date
HEGLL
FEGLI Start Date
Basic only 20-Sep-2010
Health Renafits
5 1-1 - fed] @
Details Start Date Health Plan Enrollment Premivm Conversion
7 Show 21-Nov-2010 Federal Employee Health Beneflts Spedal Code (22) Enrollment Waived/Cancelled (1) Pre Tax
Thrift Saving Man
Detalls Start Date Amount Rate Status Status Date
1Sy 20-Sep-2010 3 A - Automatically Enrolled Participant () 20-5ep-2010

TSI Catch Up Contribution

Start Date End Date Catch Up Amount
No results found.

Ratiremant fan
Retirement Plan FERS Coverage

A - Automatically Covered By FERS

Figure9

K - FERS and FICA

Accessing My Information

DCPAS
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Awards and Bonuses Tab displays your award and/or bonus information.

Profile  Disability Language @ Ethnicity and Race Emergency Contact  Education  Training Certifications/LicenseA_ Awards and Bonuses.
This sectlon captures your monetary and non-monetary awards. By adding non-monetary awards you are self-certifying the data you enter s valld. o S '
may request you provide documentation for verification purposes. Only non-monetary awards can be added by employes.

11PS;
Updating awards is limited to the list provided within the list of values. All other awards must be added by your HR Office.

Select the "Add’ button to add new Awards.

To 'Delete’ Self Certified Awards, first select the entry then select the Delete button. To correct a 'self certified’ entry, select 'Delete’ and re-enter the awards data
under 'Add'. Awards marked as "Verified' can only be updated by your HR office,

Awards and Bonuses

Select Object: | Delete | | | Add |

Select Award Update Source  Date Award Eamed  Award Type Amount or Hours  Award Percentage  Award Agency
Verified 13- Jun-2011 Performance Award L8300
Verified 21-Sep-2010 Special Act or Service Award 700

Figure10

Performance Tab displays your performance appraisal information.

Appointment Position Personal Salary Benefits Awards and Bonuses Performance

The following section displays detailed historical information through today's date.

Detail |Appraisal Type |Rating of Record
=1 Show Annual Appraisal 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

Mot Rated
Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

= Show Transferred From Another Agency
=1 Show Annual Appraisal - NSPS
Annual Appraisal - NSPS
=1 Show Annual Appraisal - NSPS

= Show Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
- BExc Expec, Exc Full Succ, Excel, High-Succ, High Effec, S

=1 Show | Annual Appraisal Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

1= Show Annual Appraisal Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

1=l Show Annual Appraisal - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

1=l Show Annual Appraisal

WWWwWwwahswuwxX
|

- Valued Perf. Acceptable. Fullv Succ. Pass. Sat. Successfu

Figure1l

+1 Show! Annual Appraisal

Personnel Actions Tab displays your personnel notifications.

Appointment Position Personal Salary Benefits Awards and Bonuses Performance
The following section displays delailed personnel information. Mote: For appropriated employees, only those Perss Ll =TS [
avallable for viewing. For nan-appropriated fund and local national employees only those Personnel Notifications processed on or after

viewing.
View NPAs | View Selected

select All | Select None

Seclect Effective Date [First NOA. First NOA Description |5econd NOA |5l:cond NOA Description LI ]]
Ll 25-Sep-2011 790 Reallgnment 2C
IF1 113-Jun-2011 840 Individual Cash Award RB 14
Ll 21-Sep-2010 o022 Correction B49 Individual Cash Award NRB 2=
[T 21-Sep-2010 /49 Individual Cash Award NRB 21
[ 23-May-2010 0912 Change in Position Number 21
[ 23-May-2010 890 Misc Pay Adj 27
£ 14-Feb-2010 130 Transfer 1z

Figure 12

Accessing My Information Module 1, ‘My BiZ Page5
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To view a Notification of Personnel Action (NPA), click in the box located in the ‘Select’
column and then select the “View Selected’ button.

A

Appointment | Position Personal Salary Benefits Awards and Bonuses Perﬁ)rmané Personnel Actions >

The following section displays detailed personnel information. Note: For appropriated employees, only those S rocessed on
available for viewing. For non-approprigped fund and local national employees only those Personnel Notifications processed on or after 23 March 20(
viewing.
View NPAs | View Selected f

Select All | Select None

lect/Effective Date  |First NOA  |First NOA Description |Second NOA  [Second NOA Description |update HR C«

25-Sep-2011 790 Realignment 26-Sep-2011

B 13-Jun-2011 840 Individual Cash Award RB 14-Jun-2011
Figure 13

Select ‘Open’

Figure 14

The NPA displays.

. I8

3 Sunn. 186,33, Bubeh AT NOTIFICATION OF PERSONNEL ACTION

Mo [Lagr, Firer, Micalal

FIRST ACTION

-, Looe|e-H, NSwPe 0F ALDon

B3 | RegWRI

2. Socesl Secunty Musrban . Date of Bath . Effecirve Dafe

SECOND ACTION

(05 Cote|o-. MasEE o ACHON

£, Cooe|E-0. Logal Aatharty
LM | 10 US.C SEC 264

8-C. Code|8-0. Legal Authonty

B, Goge |E-F. Logal Aty

-E. Coue |8-F. Logal Aushiiity

IE|
ICER

ICE OFF

I! E: !;llﬂﬂ Illﬂ‘ and ﬂllﬂ‘bﬂf

POLICE OFFICER

264, - G264, -
Pary Pian [ Dice. Coder 10 G racke v Livesl| 1 1, Step or s |12, Total Sallary 13 Fuy Baus |18, Pay |17, Oce |'8.Gracks oo Love] 19, Sop or Fane | 20, Tatal Salary/Aaaed |11, Pr
AD | 0083 o7 04 $58,345.00 pa [™AD [*Gges| 07 05 $65.71000  [*p,
24, Dasio Posy 12N, Lewamivy Aalj 128, Adp Dase Pay (123, Other Poy 20, Bomo Poy 200, Looaty My 0L, Ad). Baxo Poy | 200, dthar Posy
S49 199,00 59,146.00 558, 34500 £53,370.00 $12.331.00 56571000

d. Kame and Locabon of Possson’s Crgernation

65 DDAAPFE  G43110
ENTAGOM FORCE PROTECTION AGENCY
ENTAGOMN POLICE DIRECTORATE
ERATIONS DIVISION
FPERAT JF.IN.':': RELIEFS

[22. Mame and Locetion of Posion's Crgpanizaton

ABOD 685  DDAAPF 943110

PENTAGON FORCE PROTECTION AGENCY
PENMTAGON POLICE DIRECTORATE
QPERATIONS DIVISHIN

OPERATIONS RELIEFS

Figure 15

Accessing My Information

DCPAS

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division

Module 1, ‘My BiZ Page6



March 2012

Other Features
Home

To return to the homepage from Update My I nfor mation within ‘My Biz', select
the Home link.

ICE ICE PAA

vorites ™ MyBiz FAG Home Logout Help

Figure 16

After selecting the Home link, the ‘My Biz' homepage displays.

B Favorites ¥ ICE MyBiz ICE PAA FAQ Logout Help

-

— Personalize

After using your browser to access DCPDS, close all

My Biz of your browser windows and restart a new

My Information browser session. Sometimes the browser can hold

E update My Information that information in memory (e.q. cache, etc) and
- . S some web sites know where to look to find it. For
[ My Bz Employment Verification more information Click here

Performance Appraisal Application (PAA)

DCPDS Timing Out "Idle” Notice!

"My Biz and associzted web pages are web-based tools crezted by the Department of Defense (DoD) as part of DCPDS My Biz, Myworkplace and Human

the Defense Civilan Personnel Data System (DCPDS) to allow DoD personnel access to and management of their Resqurce_s u';er connections thgt are
personal personnel records. The DoD MyBiz and associated took can be accessed only by autharized DoD inactive (idle”) for 60 minutes will
personnel within a .mi or dodea.edu network. The DoD MyBiz tool has no association with any private or other automatically terminate

enterprise using "MyBiz" in whaole or in part as a title or logo.”

Figure 17
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I nteractive Customer Evaluation (ICE)

sl link allows users to electronically review Component
services/products.

ICE MyBiz ICE PAAV3 FAQ Logout Help

Figure 18
L ogging Out of ‘My BiZ

To properly logout, select the link at the top or bottom of page and exit your
DCPDS Portal session.
ICE MyBiz ICE PAAV3 FAQ Logout Help

. ﬁersunaﬁze |
Figure 19
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Self Service‘MyBiz
Module 1, Chapter 3
Updating My Information

I ntroduction

Self Service provides employees the ability to log into “MyBiz’ and update

their personal information. The following pages provide a brief overview of

this new functionality.

Contents

Topic Page

Privacy Act Statement 2

Profile Information 3

Disability Information 10
Language Information 12
Ethnicity and Race Information 19
Emergency Contact Information 22
Education Information 30
Training Information 37
Certification/Licenses Information 48
Awards and Bonuses Information 56

Updating My Information
—
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Update My Information

The =/ Undate My Information fynctjon allows employees to update employee information.

Department of Defense

B2 Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Logout Help

Favorites
Havigator Personalize
’ After using your browser to access DCPDS, close all of your
Biz i :
=] My Biz browser windows and restart a new browser session.
My Information Sometimes the browser can hold that information in

memory (e.g. cache, etc) and some web sites know where
to look to find it. For more information Click here

Update My Information
Employment Verification

Performance Appraisal Application (PAA)
My Biz - Disability Code Information
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense My Workplace - Telework Information

Civilian Personnel Data System (DCFDS) to allow DoD personnel access to and management of their personal personnel records.

The DoD MyBiz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The .

DoD MyBiz tool has no association with any private or other enterprise using "MyBiz" in whole or in part as a title or logo." CPMS does not maintain Federal Long Term Care Insurance
and Flexible Spending Account Programs.

Figurel

Privacy Act Statement

ACCEPT

Before you can ‘view, add and/or update’ your personal information, you must the

‘Privacy Act Statement’.

Privacy Act Statement

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974. For
questions regarding your personal information please contact your local Human Resources Office.

Authorities: 5 USC 301; Title 5, USC Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; 5 USC 7201; 10
USC 136; 29 CFR 1614.601; and E.0.9397.

Principal Purposes: To allow civilian employees in the Department of Defense (DoD) to update personal information.

Routine Uses: None. The DoD 'Blanket Routine Uses' set forth at the beginning of OSD's compilation of systems of records notices
apply to this system.

Disclosure: Voluntary. However, failure to provide or update your information may require manual HR processing or the absence of

some information. \
AccepT [J| DECLINE

Figure?2
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Tabs- The following is a list of the “Tabs’ with ‘associated’ information.

The General Information header includes your name and work email address.

Update My Information

Employee

\ Employee Name

Work Email Address

Figure3

The Profile tab allows you to update/change work email address, phone numbers, and physical
work address.

Work Email Address

To ‘Add/Update’ work email address, type the new email address and then select the m
button. Email address is currently being used for the NSPS and/or Agency-unique Performance
Appraisal notifications. In addition, work email addresses are being used to communicate
personnel information directly to employees.

My Profile

Work Email Address

QKPIEESE enter your Work Email Address only and select the Update button to save.

Work Email Address  firstname.lastname@dod.mil

Figure4

Updating My Information Module 1, Chap 3 Page 3
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After selecting ‘Update’, a ‘Confirmation’ page displays. Select
Continue Updating Your Information g continue updating your work information or

select View Your My Biz Account tg view your information in ‘“MyBiz, My Information.’

Self Service Work information Confirmation Notice

Confirmation

Congratulations , your work information has been updated as of 29-Aug-2011 .
Please check your phone number, work email address or physical work address to view your updated information

What do you want to do now?

—pContinue Updating Your Information

View Your My Biz Account

Figure5

Phone Numbers
To ‘add’ a new phone number, select the ﬁ button.

Employee Phone Humber

\ “TIP To enter a new Type phone number, select the Add button. To update an existing phone number, select the actual number listed in the Number column. To delete an existing phone

number, select the Trashcan next to the record.

Type Number Delete
No data found

Figure6

Select a phone type from the drop down list. ‘Phone Type’ and ‘Phone Number’ are required
fields which are noted with an **’.  Once you have selected a phone type, enter your phone
number to include area code and dashes. Extensions may also be included.

Example: 555-123-4567 Ext 123. Once you have finished entering your phone number, select the

Submit button.
Updating My Information Module 1, Chap 3 Page 4
T
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Employee Phone Number
* Indicates required field ’ml Cancel |

Employee

Employee Number Employee Name
Work Email Address firstname.lastname@dod.mil

Phone Information

* Phone Type -

¥ PthE Numher _ /

Home
Home Secondary

tome Teir cacs

Home Fax
I Vi obile PAA V3 FAQ Home Logout Hel
Other

Pager

Work

Work Secondary
Work Tertiary
Work Fax

Figure7

After selecting ‘Submit’, a “‘Confirmation’ page displays. Select “ontinue Updating Your Information
to continue updating your work information. Select Yiew Your My Biz Account tg view your
information in ‘MyBiz, My Information.’

Self Service Work information Confirmation Notice

Confirmation

Congratulations , your work information has been updated as of 31-Aug-2011 10:45:46 CDT.
Please check your phone number, work email address or physical work address to view your updated information

What do you want to do now?

View Your My Biz Account

Figure8

Updating My Information Module 1, Chap 3 Page 5
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Edit a Phone Number
To ‘update’ an existing phone number, select the phone number link 222-125-4307 Bt 123

Employee Phone Number
= TIP To enter a new Type phone number, select the Add button. To update an existing phone number, select the actual number listed in the Number column. To delete an existing phone

number, select the Trashcan next to the record.
Add

Type
Home

|petete

Figure9

Change the phone number and select the mi button.

Employee Phone Number

* Indicates required field Cancel

Employee

Employee Number Employee Name
Work Email Address  firstname.lastname@dod. mil

Phone Information

* Phone Type Home -

* Phone Number |555-123-4567

| Submit [ Cancel

Figure 10

After selecting ‘Submit’, a “‘Confirmation” page displays. Select
Continue Updating Your Information tg continue updating your work information. Select
View Your My Biz Account tg view your information in ‘MyBiz, My Information.’

Self Service Work information Confirmation Notice

Confirmation
Congratulations , your work information has been updated as of 31-Aug-2011 10:49:05 CDT.

Please check your phone number, work email address or physical work address to view your updated information

What do you want to do now?

—PContinue Updating Your Information

View Your My Biz Account

Figurel1l

Updating My Information Module 1, Chap 3 Page 6
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Delete a Phone Number
To ‘delete’ a phone number, select the M button next to the number you want to delete.

Employee Phone Number

“TIP To enter a new Type phone number, select the Add button. To update an existing phone number, select the actual number listed in the Number column. To delete an existing phone
number, select the Trashcan next to the record.

Add
Type [Humber ‘Delete/
Home 555-123-4567

o

Figure 12

A warning screen displays, select the M button to process the delete; or, if you want to

cancel the delete, select the M button.

% Warning
Are you sure you want to delete this Phone Number (555-123-4567)?

[ o | [ves |

Figure 13

After selecting “Yes’, a ‘Confirmation’ page displays. Select “ontinue Updating Your Information o
continue updating your work information. Select Yiew Your My Biz Account tg view your
information in ‘MyBiz, My Information.’

Self Service Work information Confirmation Notice

Confirmation

Congratulations , your work information has been updated as of 31-Aug-2011 10:49:05 CDT.
Please check your phone number, work email address or physical work address to view your updated information
What do you want to do now?

P Continue Updating Your Information
View Your My Biz Account

Figure 14

Physical Work Address

To ‘add’ a Physical Work Address, select the ﬂ button. Self Service only allows
employees to ‘add’ make one Physical Work address update within a 24-hour period.

Physical Work Address

= TIP CONUS employees can add or correct their Physical Work Address information by selecting either the Add button, for adding a new address, or the Correction button for updating an existing
address. NOTE: At present, overseas employees cannot update their Physical Work Address, however upcoming Self Service system developments will include this functionality.

Select Street Address Building Number Suite, Room Number City  State Tip Code Country Start Date
No results found.
Updating My Information Module 1, Chap 3 Page 7
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Figure 15

When adding a Physical Work Address, ‘Street Address, City, State, Zip Code’ are required

fields and are noted with an *. Select the

et button to save data.

Physical Work Address
* Indicates required field.
* Street Address

Building Mumber

Suite, Room Number

= City
* State
* Zip Code

Country
Date From

123 Work Ave

(example: 550 E Street West)
456

(example: 663)

Suite A, Room 111

(example: 3, 206)

Any City
™ -
78150-0000

(example: 78150-4547)
United States
31-Aug-2011

v

[Sibar ] | cancel

Figure 16

After selecting ‘Submit’, a “Confirmation Notice’ displays. Select
Continue Updating Your Information ¢ continue updating your work information. Select

View Your My Biz Account tg view your information in ‘MyBiz, My Information.’

Self Service Work information Confirmation Notice

Confirmation

Congratulations

What do you want to do now?

—» Continue Updating Your Information

View Your My Biz Account

, your work information has been updated as of 31-Aug-2011.

Please check your phone number, work email address or physical work address to view your updated information

Updating My Information
—
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Edit Physical Work Address

To ‘correct’ a physical work address select the radio button @ next to the physical work

Correction

address, then select the button.

Physical Work Address

“TIP CONUS emp\u yees can add or correct their Physical Work Address information by selecting either the Add button, for adding a new address, or the Correction button for updating an existing

address. | verseas employees cannot update their Physical W an Address, however upcoming Self Service system developments will include this functionality.
Select Addresq] Correction Add
Select Street Address Building Number |suite, Room Humber |eity |state  [Zip Code |country Start Date

123 Work Ave 456 Suite A, Room 111 Any City ™= 78150-0000 United States 31-Aug-2011

Figure 18

Make the necessary changes to your physical work address, and then select the u"t’m't
button.

Physical Work Address
* Indicates required field.

* Street Address 123 Work Ave
(example: 550 E Street West)
Building Number 456

(example: 663)

Suite, Room Number

= City
* State

* Zip Code

Country
Date From

Suite B, Room 111
(example: 3, 206)
Any City

X ~

78150-0000
(example: 78150-4547)

United States
31-Aug-2011

N

[Sibmie | cancel

Figure 19

After selecting *Submit’, a ‘Confirmation’ page displays. Select

Continue Updating Your Information tg continue updating your work information. Select

View Your My Biz Account tg view your information in ‘MyBiz, My Information.” Your changes
have now been updated to your personnel record.

Physical Work Address

= TIP COMUS employees can add or correct their Physical Work Address information by selecting either the Add button, for adding a new address, or the Correction button for updating an existing

address. NOTE: At present, overseas employees cannot update their Physical Work Address, however upcoming Self Service system developments will include this functionality.
Select Address| Correction | | | Add
Select Street Address |Bu'|ld'|ng Number [Suite, Room Number ‘C’lty |5tate ‘l‘lp Code Country |Start Date
) 123 Work Ave 456 Suite B, Room 111 Any City ™ 78150-0000 United States 31-Aug-2011

Figure 20

Updating My Information Module 1, Chap 3 Page 9
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Disability tab contains employee’s current disability code.

To ‘update’ the disability code, select the magnifying glass‘)\ and select from the drop down

list using the down arrow. Once you have selected the appropriate code, select the m
button.

Profile I Disability I Language | Ethnicity and Race | Emergency Contact | Education | Training | Certifications/Licenses | Awards and Bonuses
Disability Code I do not have a disability.

-

Update Disability Code Q

Cancel

Figure21

The Search and Select: Update Disability Code window will open. In the blank box, next to
Description, input your partial search criteria using the % as a wild card (ex., to search for a

hearing related disability, input %hearing%), then clickﬂ

Search and Select: Update Disability Code

Cancel Select

Search

Select the 'Go' button to receive entire list of available descriptions or use wild card % to do a partial search, such as %disability% or %
impairment® and select 'Go' button. The search results will be based on the partial search criteria entered. Select 'Quick Select’ icon next
to selection.

4

Search By Description ~  %thearing% IGo I

Results
Select Quick Select Description
Mo search conducted.
Cancel Select
Figure 22
Updating My Information Module 1, Chap 3 Page 10
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Select the radio button @ next to the appropriate description and clickw.

Search

Select the 'Go' button to receive entire list of available descriptions or use wild card % to do a partial search, such as %disability% or %
impairment% and select 'Go' button. The search results will be based on the partial search criteria entered. Select 'Quick Select' icon next

to selection.
Search By Description = %hearing% Go
Results

Quick

Select Select Description

2 Speech impairments - includes impairments of articulation (unclear language sounds), fluency (stuttering), voice (with

—P>e i Hearing impairment/hard of hearing

normal hearing), dysphasia, or history of laryngectomy.

Cancel | Iml_
Figure 23

Select - 2792t |y renlace the existing Disability Code with the code identified in the Update
Disability Code box.

Profile | Disability Language | Ethnicity and Race = Emergency Contact | Education @ Training | Certificat

Diszbility Code I do not have a disability.

Hearing impairment/hard of hearing -
Update Disability Code Q,

Figure24

The updated disability code will be saved and will appear on the Disability Code line. Select
another tab to navigate away from this page. Caution! Selecting ‘Update” when the ‘Update
Disability Code’ box is empty will remove the current Disability Code.

Profile = Disability Language Ethnicity and Race = Emergency Contact | Education | Training Certificat]
Disability Code Hearing impairment/ hard of hearing

Update Disability Code Q,

Update

Figure 25

Updating My Information Module 1, Chap 3 Page 11
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Language tab contains the employee’s languages and ‘Consent to Share and Release Language
Information’.

Ethnicity and Race = Emergency Contact Education Training Certifications/Licenses | Awards and Bonuses

Profile D'nsab'lrltyl laguage I
“ TIP You will only be able to update a language or its information if the evaluation method is Self Appraisal/Certification. To UPDATE the information contained in a language area, you must
select it first. Select the DELETE button to permanently remove a language from your record. Select the ADD button to self certify additional languages.

Add
Proficiency dil peaking Li ing Writing Work Evaluation Start End
Select Language Level Proficiency Proficiency Proficiency Proficiency Source Experience Method Date Date
Mo results
found.

Consent to Share and Release Language Information
The information you provide in this section will only be used upon your separation or retirement from the Federal Service.

If you have self-certified or formally tested language information stored in your employee record (see My Biz, My Information, My Language Information tab), please read and mark the block as
appropriate. You will not be contacted if you do not mark the blocks.

The Department of Defense and other Federal agencies have placed a high level of importance on critical foreign language skills and regional expertise to meet emerging requirements during
times of need, crisis, and/or national emergency. The Department of Defense and other Federal agencies may want to contact you in the future to determine if you would be willing to
volunteer your services or to offer you potential employment that would take advantage of your language proficiency and/or regional expertise.

No I consent to being contacted by the Department of Defense to provide possible language support in times of need, crisis, and/or national emergency.

No I consent to the Department of Defense sharing my information with other Federal agencies for the same purposes.

[Update |

Figure 26

Employees can ‘update’ proficiencies in an existing language, ‘delete’ a language, or ‘add’ a new
language to their ‘MyBiz’ record.

To ‘add’ a new language you must select the ﬂ button.

Profile | Disability Language Ethnicity and Race Emergency Contact | Education @ Training @ Certifications/Licenses = Awards and Bonuses
* TIP You will only be able to update a language or its information if the evaluation method is Self Appraisal/Certification. To UPDATE the information contained in a language area, you must
select it first. Select the DELETE button to permanently remove a language from your record. Select the ADD button to self certify additional languages.

| Add |
Proficiency di peaking Li ing Writing Work Evaluation Start End
Select Language Level Proficiency Proficiency Proficiency Proficiency Source Experience Method Date Date
No results
found.

Figure 27
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Use the drop down menus to select the appropriate data for each data field. Once you have

completed the fields for your new language, select the % button to save your language.

Language Information

* Language Identifier

* Language Proficiency Level
Language Reading Proficiency
Language Speaking Proficiency
Language Listening Proficiency
Language Writing Proficiency
Language Proficiency Source

Language Work Experience

Language Evaluation Method
Start date

End Date

Spanish-American - QSA -
Extremely Limited Knowledge - (i

Elementary or Limited Knowledge ~ [

> [

> [
Elementary or Limited Knowledge - (&

Proficient

Proficient

Home Environment - DO -

Self Appraisal/ Certification o
31-Aug-2011 14:33:57 CDT

]

(example: 21-Sep-2005)

| submit J | cancel

Updating My Information
—

Figure 28
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After selecting ‘Submit’, a ‘Confirmation’ page displays allowing you to ‘Print” your
information. To return to the ‘Language’ tab, select on the Sontinue Updating Your Information |jnk,
To view your information in ‘MyBiz, My Information,” select the View Your My Biz Account [jpk,

Self Service Language Capability Confirmation Notice

Confirmation

Congratulations , your language capability has been updated as of 31-Aug-
2011 14:33:57 CDT.

1. Language Spanish-American - QSA

2. Language Proficiency Level Extremely Limited Knowledge

3. Language Reading Proficiency Elementary or Limited Knowledge
4. Language Speaking Proficiency Proficient

5. Language Listening Proficiency Proficient

6. Language Writing Proficiency Elementary or Limited Knowledge
7. Foreign Language Proficiency Source Home Environment - D0

8. Language Work Experience (Duty Type) Other

9. Language Evaluation Method Self Appraisal/Certification
10.Language End Date

To print this page for your records, click on the print button below:

Print Confirmation

What do you want to do now?

p Continue Updating Your Information
View Your My Biz Account

Figure 29

To ‘update’ an existing language you must select the radio button next to the language, then

Update

select the button.

Profile | Disability | Language Ethnicity and Race = Emergency Contact Education | Training | Certifications/Licenses | Awards and Bonuses
= TIP You will only be able to update a language or its information if the evaluation method is Self Appraisal/Certification. To UPDATE the information contained in a language area, you must

select it first,_Select the DELETE button to permanently remove a language from your record. Select the ADD button to self certify additional languages.
Select Language| Delete | | | Add
Proficiency | di | peaking Li ing 'Writing Work iStart  [End

Select Language Level ‘Proﬁc'nency |Pr0ﬁc'|ency Proficiency  |Proficiency Source Experience |Evaluation Method Date |Date

Spanish- Extremely Elementary or Proficient Proficient Elementary or Home Other Self 31-
> American -  Limited Limited Limited Environment - Appraisal/ Certification Aug-

QsA Ki ledg Ki ledg Knowledge DO 2011

Figure 30

Updating My Information Module 1, Chap 3 Page 14
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Once all changes have been made, select them button to save your changes.

Note: End-dated languages will display in My Biz, My Information, Personal Tab,
Language information region. Do delete (purge from record) use the Delete function.

Language Information

Language Identifier Spanish-American - QSA (&
* Language Proficiency Level pwiedqge - | [i)

Language Reading Proficiency = Elementary or Limited Knowledge |:] (i)
Language Speaking Proficiency  Proficient -~ [i)
Language Listening Proficiency  Proficient - [i)
Language Writing Proficiency  Elementary or Limited Knowledge ~ [i)
Language Proficiency Source  Home Environment - DO - [i)
Language Work Experience  Other - [i)

Language Evaluation Method = Self Appraisal/ Certification 2
Start date 31-Aug-2011 14:49:11 CDT
End Date =]

(example: 21-Sep-2005)

[Subait ] | Gancel

Figure 31

After selecting ‘Submit’, a ‘Confirmation” page displays allowing you to ‘Print’ your
information. To return to the ‘Language’ tab, select on the Cantinue Updating Your Information |jnk,

To view your information in ‘“MyBiz, My Information,” select the Yigw Your My Biz Account [jnk,

To ‘delete’ an existing language you must select the radio button next to the language, then

| Delete || ion

select the
Note: Deleted languages will be purged from your record. Use the Update function to
‘End Date’ your language. End-dated languages will display in My Biz, My Information,
Personal Tab, Language information region.

Select Language | Update Jl Delete B| | Add
Proficiency :eading ISpeaking Listening ‘Writing Work iStart  [End
Select Language Level Proficiency Proficiency  |Proficiency | Proficiency Source Experience |Evaluation Method Date  [Date
Spanish- Limited Elementary or  proficient  Proficient ~ Elementary or  Home Other Self 31-
—tPpo) American - Knowledge Limited Limited Envirenment - Appraisal/ Certification Aug-
QSA Knowledge Knowledge DO 2011
Figure 32
Updating My Information Module 1, Chap 3 Page 15
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Once you select the “delete’ button, a notification will appear, select “Yes’ to delete or ‘N0’ to
return to the language screen.

% Warning
Language Information will be permanently deleted from your record. Do you want to Continue?

No Yes

Figure 33

Retiring & Separating Employees Consent to Share & Release L anquage | nfor mation

The language information you provide in the *‘Consent to Share and Release Language
Information’ section of the ‘Language Information’ tab will only be used upon your retirement
or separation from Federal Service. Review and/or update your information before retiring or
separating because all language information in your personnel file will be made available if you
chose “Yes’ to “Consent to Share and Release Your Language Information’.

Select Language [ Update || Delete | | [ Add |
Proficiency |Reading iSpeaking Listening \Writing Work Start  [End
Select Language Level Proficiency Proficiency  |Proficiency  |Proficiency Source Experience |Evaluation Method Date  [Date
Spanish- Limited Elementary or  profident  Proficient  Elementaryor  Home Other Self 31-
American - Knowledge Limited Limited Environment - Appraisal/ Certification Aug-
[ — Knowledge Do 2011

onsent to Share and Release Language Information I

The information you provide in this section will only be used upon your separation or retirement from the Federal Service.

If you have self-certified or formally tested language information stored in your employee record (see My Biz, My Information, My Language Information tab), please read and mark the block
as appropriate. You will not be contacted if you do not mark the blocks.

The Department of Defense and other Federal agencies have placed a high level of importance on critical foreign language skills and regional expertise to meet emerging requirements during
times of need, crisis, andfer national emergency. The Department of Defense and other Federal agencies may want to contact you in the future to determine if you would be willing to
volunteer your services or to offer you potential employment that would take advantage of your language proficiency and/or regional expertise.

~a
Yes - I consent to being contacted by the Department of Defense to provide possible language support in times of need, crisis, and/or national emergency.
Yes = I consent to the Department of Defense sharing my information with other Federal agencies for the same purposes.
Figure 34
1. Review the Consent to Share and Release Language Information section.

Notes:

a. If avalid work email address is in “MyBiz’, Update My Information, Profile,
Work Email Address data field, then you also will receive a “‘Consent to
Share and Release Language Information’ confirmation email if you ‘Update’
your information.

b. You will not receive a confirmation email if you do not have a valid work
email address in “MyBiz’ or if you add an email after you initially ‘Updated’
your Consent to Share and Release Language Information; however, when

Updating My Information Module 1, Chap 3 Page 16
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you update your Consent to Share and Release Language Information, you
will be given an opportunity to print the ‘Confirmation page’ for your records.

Use the drop down menu next to each consent statement to select either “Yes’ or ‘No’
if you have self-certified or formally tested/certified language information in your
personnel record. Your consent will be for all languages currently in your personnel
record.

Note: In order to share your language information with other Federal Agencies,
you must select “Yes’ to being for the Department of Defense to share this
information.

. Select the % button if you updated your consent information.

Select Language Delete | | | Add

Proficiency |Reading ISpeaking Listening (Writing (Work iStart  |End
Select L Level Proficiency Proficiency  |Proficiency  |Proficiency [Source Experience |Evaluation Method Date  |Date
~ Spanish- Limited Elementary or  proficient  Proficent  Elementaryor  Home Other Self 31-
) American - Knowledge Limited Limited Environment - Appraisal/ Certification Aug-
QsA Knowledge Knowledge DO 2011

IConsent to Share and Release Language Information
The information you provide in this section will enly be used upon your separation or retirement from the Federal Service.

If you have self-certified or formally tested language information stored in your employee record (see My Biz, My Information, My Language Information tab), please read and mark the block
as appropriate. You will not be contacted if you do not mark the blocks.

The Department of Defense and other Federal agencies have placed a high level of importance on critical foreign language skills and regional expertise to meet emerging requirements during
times of need, crisis, and/or national emergency. The Department of Defense and other Federal agencies may want to contact you in the future to determine if you would be willing to
volunteer your services or to offer you potential employment that would take advantage of your language proficiency and/or regional expertise.

Yes v I consent to being contacted by the Department of Defense to provide possible language support in times of need, crisis, and/or national emergency.

Yes I consent to the Department of Defense sharing my information with other Federal agencies for the same purposes.

Figure 35

Note: You will not be contacted if you do not select “Yes’ in the Consent to
Contact drop down fields.

After you select ‘Update’, a “Confirmation’ page will display allowing you to ‘Print’
your information. If you do not have a valid work e-mail address identified in the
‘MyBiz’, Update My Information, Profile, Work Email Address data field, select
the Print Confirmation

to print this page for your records. To return to the
‘Language’ tab, select the Continue Updating Your Information |ink, To view your

information in ‘“MyBiz, My Information,” select the Yiew Your My Biz Account [jnk,
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Consent to Share and Release Language Information for Federal Employees who are Retiring/ Separating

Confirmation

Congratulations, , your 'Consent to Share and Release Language Information' has been updated as of 31-
Aug-2011 15:11:50 CDT.

If you have a stored work email address in My Biz and you answered 'Yes' to Contact and Share Your Language Information, then
you will receive a Confirmation Email for your records.

Yes : I consent to being contacted by the Department of Defense to provide possible language support in times of need, crisis,
and/or national emergency.

Yes : I consent to the Department of Defense sharing my information with other Federal agencies for the same purposes.

To print this page for your records, click on the print button below:

Print Confirmation I

What do you want to do now?

——p Continue Updating Your Information
View Your My Biz Account

Figure 36

Note: If your valid work email address is in ‘MyBiz’, Update My Information,
Profile, Work Email Addressdata field, then you will also receive a *‘Consent to
Share and Release Language Information’ confirmation email.

From: mybiz_mywarkplace @dcpds. cpms. osd.mil Sent: Wed 8/31/2011 3:22 PM
To:
Cc
Subject: Consent to Share and Release Language Information
FY

Please Do Not Reply to this Email
Greetings:

Thank you for updating your language information in "My Biz'.

You have consented to being contacted after you retire or separate from DoD. Please take
the time to review and ensure the accuracy of your language information before you retire
or separate from the Department.

To review, update, or change your information, log into your "My Biz' account. L4

Figure 37
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Ethnicity and Race tab contains employee’s ethnicity and race.

Profile | Disability | Language [JEthnicity and Race JEmergency Contact | Education @ Training | Certifications/Licenses || Awards and Bonuses

View Privacy Act Statement

Are You Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or Spanish culture or origin, regardless of race.)

No ~
Instructions: Please select the category or categories with which you most closely identify. To select a category, click in the block next to the appropriate category (ies) and select "Yes" from the
list of values (LOV). When all selections have been made, click the "Submit" button to save the changes. To print your SF181, submit your changes first then click on the "Print SF181" button.

American Indian or Alaska Natve Mo ~ [i)

Asian  Ne = [

Black or African American No ~ (i)

MNative Hawaiian or Other Pacific Islander Mo ~ [i)

White Yes - [i)

Submit Print SF181

Figure 38

To ‘update’ ethnicity and race, use the drop down menu to select either *Yes’ or “‘No’ to answer
the “Are You Hispanic or Latino?’ question and to make appropriate selections next to each of

the categories listed. Once you are ready to update, select the m button. The page will
refresh and your changes will be saved.

View Privacy Act Statement

To view the SF181 Privacy Act Statement, select

Privacy Act Statement

Ethnicity and race information is requested under the authority of 42 U.S.C. Section 2000e-16 and in compliance with the Office of
Management and Budget's 1997 Revisions to the Standards for the Classification of Federal Data on Race and Ethnicity. Providing this
information is voluntary and has no impact on your employment status, but in the instance of missing information, your employing agency
will attempt to identify your race and ethnicity by wvisual observation.

This information is used as necessary to plan for equal employment opportunity throughout the Federal government. It is also used by the
U. S. Office of Personnel Management or employing agency maintaining the records to locate individuals for personnel research or survey
response and in the production of summary descriptive statistics and analytical studies in support of the function for which the records are
collected and maintained, or for related workforce studies.

Social Security Number {SSN) is requested under the authority of Executive Order 9397, which requires SSN be used for the purpose of

uniform, orderly administration of personnel records. Providing this information is voluntary and failure to do so will have no effect on your
employment status. If SSN is not provided, however, other agency sources may be used to obtain it.

Close Window

Figure 39

Print SF181

To “print’ the SF181 form, select the button.

The SF181 can either be ‘saved’ to your computer or can be opened and printed. To open the

SF181 select the button.
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File Download

2|

Do you want to open or save this file?

Ei: Mame: sf181.pdf
Type: Adobe Acrobat Document

From: warlock.dcpds. cpms.osd.mil

I Open I [ Save

] [ Cancel ]

= save this file. What 's the rsk?

= s | While files from the Intemet can be useful, some files can potentially
a ham your computer. f you do not trust the source, do not open ar
k.

Figure 40
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To print the SF181, select the printer icon EEI’J or select ‘File, Print’. To exit this page, select
‘File’, “Exit’.

Standard Form (SF) 181

LS. Office of Personnel Management ETHNICITY AND RACE IDENTIFICATION

Guide to Personnel Data Standards ({Please read the Privacy Act Statement and instructions before completing form.)
Mame (Last, First, Middle Inital) | Social Security Number " Birhdste {Month and ear)

Agency Use Only

Privacy Act Statement

Ethnicity and race information is requested under the authority of 42 U.5.C. Section 2000e-16 and in compliance with
the Office of Management and Budget's 1987 Revisions to the Standards for the Classification of Federal Data on Race
and Ethnicity. Providing this information is voluntary and has no impact on your employment status, but in the instance
of missing information, your employing agency will attempt to identify your race and ethnicity by visual cbservation.

This information is used as necessary fo plan for equal empleyment opportunity throughout the Federal govemnment. [t
is also used by the U. 5. Office of Personnel Management or employing agency maintaining the records to locate
individuals for personnel research or survey response and in the production of summary descriptive statistics and
analytical studies in support of the fumction for which the records are collected and maintained, or for related workforce
studies.

Social Security Mumber (33N} is requested under the authority of Executive Order 8387, which requires 33N be used
for the purpose of uniform, orderly administration of personnel records. Providing this information is voluntary and failure
fto do so will have no effect on your employment status. If 55N is not provided, however, other agency sources may be
used to obtain it

Specific Instructions: The two questions below are designed to identify your ethnicity and race. Regardless of your answer to
question 1, go to question 2.
Question 1. Are You Hispanic or Latino? (A person of Guban, Mexican. Puerto Rican, South or Central American, or other
Spanish cufture or ongin, regardiess of race.)

TYes T No
Question 2. Please select the racial category or categonies with which you mast closely identify by placing an X7 in the appropriate
box. Check as many as apply.

RACIAL CATEGORY
(Check 2 25 3pply) DEFINITION OF CATEGORY
7] American Indian or Alaska Native A person having origins in any of the oniginal peoples of Morth and South America
(including Central America). and who maintains tribal affliation or community
attachment.
7 Asian A person having ongins in any of the original peoples of the Far East, Southeast

Asia. or the Indian subcontinent including, for example. Cambodia, China, India.
Japan, Korea, Malaysia, Pakistan, the Philippine Istands, Thailand, and Vietnam.

1 Black or African American A person having origing in any of the black racial groups of Afmica.

7] Mative Hawaiian or Other Pacific lslander | A person having origins in any of the original pecples of Hawaii, Guam, Samoa, or
other Pacific slands.

] White A person having origins in any of the original peoples of Europe, the Middle East, or
Narth Africa,

Standard Foem 181

Revised August 2005
Previous editions not usable|
42 1U.5.C. Section 2000e-18

H5N T540-01-095-3445

Figure4l
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Emergency Contact tab contains employee’s emergency contact information.

Select the ' Emergency Contact | toh 15 «add, change or remove’ your emergency contact
information.

Profile Disability Language Ethnicity and Race IEmergenc',r Contact IEducat'lon Training
My Profile

Figure 42

Adding Emergency Contact I nformation

To “add’ information on an emergency contact person, selectﬂ.

Emergency Contact

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate more than one

person as an Emergency Contact, but only one Primary Contact. To Update or Remove records, select the radio button next to the record you wish
to change, then select the Remove or Update button.

It is suggested that at least two contacts be identified, one should be local and readily accessible and the other someone whe is not located within a
100 mile radius of your home or place of work.

Note: The information you provide here will be viewable by your supervisory chain and HR Office and will be used in the event of Natural Disasters
or National Emergencies.
Emergency Contact

Select Name Primary Contact Home Number Work Number Emergency Contact Email Address
Mo results found.

= TIP To View or Print your Receipt, press the button below.

Print Receipt

Continue Updating Your Infermation

Figure 43
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Complete the following: ‘First Name’, ‘Middle Name’, ‘Last Name’ and ‘Email Address’,
Primary Contact, ‘Residence Address’ and ‘Phone Number(s)” and select the _mext | bytton,

General Information

* First Name  First
Middle Name  Middle
* Last Mame  Last
Email Address  First.Last@email.net
Primary Contact ‘&
= TIP Do not add any contacts that are under the age of 18.

Residence Address

= TIP When you check the "Use my address for this person" box, employee's address of record will populate on the Emergency Contact print
receipt. Be advised if no address of record is on file, the address will not populate on the Emergency Contact print receipt. NEW
EMPLOYEES (on the rolls less than one month) - uncheck the box "Use my address for this person” and input your contact's address in full.
Ensure you fill in the City, State and Zip Code fields.

Use my address for this person.

Phone Numbers
Type Number Delete
Home ~ | 555-987-6543 T
Add Another Row l

Figure 44

Select the L Submit | htton to save your information. Select the | Back | putton to return to the
previous screen to make any necessary corrections. To print this information, select the

| printable Page | putton, To exit without saving your information, select the €22l | putton.

Update My Information: Review

Cancel | Printable Page Back Submit

= TIP This information is current as of today's date

Employee Name Employee Number

Business Group
Please review your changes. You must select the "Submit” button to save your changes

Maintain Contact
Contact
Proposed

Relationship Type Emergency Contact
First Name FirstName
Middle Name MiddleName
Last Name [LastName
Email Address FirstName@hotmail.com
Primary Contact Yes
Relationship Began On 27-Sep-2011

Resides With Me Yes
Phone

Proposed
Home 555-987-6543

| Cancel | | Printable Page | | Back | § Submit |

Figure 45
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Updating Emergency Contact Information

To ‘update’ information on an existing emergency contact person, select the radio button next to
the contact’s name, and then select the | Update | putton.

Updata My Infor

¥ TIP This Infarmation Is current as of today's date.
Employee Name

Use the Add bulton to add information about the person you want conladed in the event of an emergency. You may designale more than one person as an Emergency
Contact, but only one Primary Contact. To Update or Remove records, select the radio button next to the record you wish to change, then select the Remove or Update
button.

Tt Is sugaested that at least bwo contacts be Identified, one should be local and readily accessible and the other someone who Is not located within a 100 mile radius of your
home or place of work.

Note: The information you provide here will %‘Na‘ah: by your supervisory chain and HR Office and will be used in the event of Natural Disasters or National Emergencies.

Emergency Contact
Select Emergency Contact __ Remove i | _Adﬂ i

rimary Home Work Emergency Contact Email
Select Name Contact Number Number Address
p o LasthName, FirstName Yes 555-987-6543 FirstName@hotmail.com

MiddleName

* TIP Ta View ar Print your Recelpt, press the button below.
Print Receipt

Figure 46

Make the necessary updates and select the mext | pytton,

Emergency Contact : Update

Cance] Next |

¥ TIP This information is current as of today's date.
Employee Name

Use this page to provide emergency contact information

* Indicates required field

General Information

* First Name  FirstName
Middle Name MiddleName
* Last Name | LastName
Email Address FirstName@hotmail.com

¥ Primary Contact &
< TIP Do not add any contacts that are under the age of 18.

Residence Address

¥ TIP When you check the "Use my address for this person” box, employee’s address of record will populate on the Emergency Contact print receipt. Be advised if no
address of record is on file, the address will not populate on the Emergency Contact print receipt. NEW EMPLOYEES (on the rolls less than one month) - uncheck
the box "Use my address for this person” and input your contact's address in full. Ensure you fill in the City, State and Zip Code fields.

¥ Use my address for this person.

Phone Numbers

Type Number Delete
Home ~ 555-987-6543 mw
Mobile ~ 555-087-6544 o

Add Another Row ‘ /
o

Figure 47
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A ‘Review’ page will appear so that you can ensure the information is correct before saving. The
items marked with a blue dot are those items that were changed. Select the _ Submit | b tton to
save your information. Select the | Badk | phytton to return to the previous screen to make any
necessary corrections. To print this information, select the | Printable Page | button. To exit
without saving your information, select the | Cancel | pyjtton.

Update My Information: Review

Cancel " Printable Page Back ‘ Submit

“TIP This information is current as of today's date.
Employee Name Employee Number
Business Group

Please review your changes. You must select the "Submit" button to save your changes.

Maintain Contact

Contact
Current Proposed
First Name FirstName FirstName
Last Name LastName LastName
Phone
Current Proposed
Home 555-987-6543 555-987-6543
Mobile 555-987-6544 &

Cancel Printable Page Bad_( ‘ [ Submit

Figure48

A *Confirmation’ page displays when your information has been submitted. To return to the
‘Emergency Contact’ page select, the | Return to Overview | button.

4 Department of Defense

u ICE ICE PAA
1 Navigator ¥ B2 Favorites w MyBiz V3 FAQ Home Logout Help

&)

- Confirmation

Your changes have been applied.

Heturn to Uverview

Figure 49
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A ‘Warning’ page will be displayed if you selected [ Cancel | £ you want to cancel and exit, select
the L.¥es | putton. If you want to return to the previous page, select the ' e | button.

- Department of Defense

M Navgator v B Favortes v ICE MyBiz ICEPAAV3 FAQ Home Logout

£, Warning
Do you want to cancel this action?

Your new action will be canceled.

[No | [ ¥es |

Figure50

Removing Emergency Contact Information

To ‘remove’ an emergency contact, first select the radio button next to the person you want to
‘remove’ and then select the | Remove | pytton.

Emplionyes Naime

« TIPF This Informaticn Is o

=saed that af least two contacts be identifled, one showld be local and readily accessible and the other someone who Is not kocabid vithin & 100 mile radius of you
0w of work
Mote: The informaticn you provide harg wil mn &l HE Oifice 1 Eh T { Wat T {} il E Rl
Uity Contacy
Select Emergency Contact | Update
Wosrle Emergency Contact Email
Sidect Namse Mumbier Aabilress
1 o Lesthame, Firsifame Yes 555-087-6543 FarstMame{shobmail com
»> Middiehlamp
Figure 51

Once you have verified that you selected the correct person to remove, select the _text | hytton to
continue.

Figure52
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Select the __Submit | hytton to remove and save your change. Select the |_Back | hutton to return to
the previous screen to make any necessary corrections. To print this information, select the

| printable Page | htton To exit without removing your contact person, select the | “@"<¢! | putton.

Cancel Printable Page Back | | Submuk |

Emploves Mumber

< Cancel 1 Printablo Page | | Back | | Submit

Figure 53
A *Confirmation’ page will display when your information has been removed. To return to the

Emergency Contact page select the | Beturn to Overview | button,

Department of Defense

ICE ICE PAA
M Navigator v B® Favorites w MyBiz V3 FAQ Home Logout Help

[E, | confirmation

Your changes have been applied.

Return to Overview

Figure 54

A ‘Warning’ page will display if you selected [ Cancel | you want to cancel and exit, select the
L ves | putton. If you want to return to the previous page select the | e | button.

Department of Defense

M Navigator v B Favorites ICE MyBiz ICEPAAV3 FAQ Home Logout

£ Warning
Do you want to cancel this action?

Your new action will be canceled.

Figure 55
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Printing Receipt

To print a receipt, select the | Print Receit | pytton,

Emergency Contact
Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate more than one person as an Emergency
Contadt, but only one Primary Contact. To Update or Remove records, select the radio button next to the record you wish to change, then select the Remove or Update
button.

1t is suggested that at least two contacts be identified, one should be local and readily accessible and the other someone who is not located within a 100 mile radius of your
home or place of work.

Note: The information you provide here will be viewable by your supervisory chain and HR Office and will be used in the event of Natural Disasters or National Emergencies.
Emergency Contact

Select Emergency Contact _Update | Remove | | | Add ‘
Primary Home Work Emergency Contact Email
Select Name Contact Number Number Address
Lastname, Firstname No 555-987-3216 Middle.name@hotmail.com
Middlename
“TIP To View or Prin R pe-tutton below.

Print Receipt

Figure 56

The receipt can either be saved to your computer or can be opened and printed. To open the
receipt, select the L_9Pe"___ putton.

File Download [

Do you want to open or save this file?

Ia: Mame: EmergencyContact.pdf
Type: Adobe Acrobat Document

Qwano{k‘d{pds‘{pms‘osd‘mﬂ
Cancel

COpen Save

i ks 1 While files from the Intemet can be useful, some files can potentially
a harm your computer. if you do not trust the source, do not open or
- save this file. What's the riskc?

Figure57
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Printed Receipt

To print the “‘Receipt’ (Figure 58), select the printer icon % or select “File> Print’. To exit
this page, select ‘File > Exit’.

Emergency Contact: Receipt

Contact Information

"For Official Use Only - Privacy Act Sensitive Information "

Employee Name | pasr, pirsT MinoLe
123 A Street, AnyClty, AnyState 58701

first last@work.mil

Contact # 1

MNo
i
Middlename

Lastname

Middle. nameg@hotmail.com

H56-8987-3216
BE6-654-546/7

Physical Address

5501 Venlana Hills Rd Nw
Albuguerque

NM
87114-5183
us

“MNotice: FOR OFFICIAL USE ONLY - this transmission contains material covered by the
Privacy Act of 1974 and should be viewed only by personnel having an official “need to
knew". If you are not the intended recipient, be aware that any disclosure. copying.
distribution or use of the content of this infoermation Is prohibited. If you have received this
communication in error, please notify me immediately by email and delete the original
message.”

Figure58
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Education tab contains employee’s education information.
Select the tab to ‘view, add or update’ your education information.

To view a list of applicable (or available) degrees and vocational certificates to use when adding
Education Information, select the dearee or vocational certificate. |jnk,

Employee

Employee Name
Work Email Address
Profile Disability Language @ Fthnicity and Race Emergency Contact Training Certifications/Licenses Competency Profile Aw

This section displays your education. By updating this information, you are sejuifiaasaalliata you enter is valid. Human Resources (HR) may request you provide
verification purposes. Items that you cannot select can only be updaty-ﬂ

Updates are only needed upon obtaining an additional degree or voconal certificate. For example, you have a Bachelor's degree and you have obtained a Master's de

¥TIP To Add: Select the ADD button.
To UPDATE: Select the entry and select the UPDATE 14—
button

Note: If the 'Education Update Source' is blank or 'Verified', the education record was input by Human Resources. 'Self Certified" indicates the record was input by the employe
education entries with a selection button can be updated. For all others, please contact Human Resources to update.

Education Information

Select Object: | Update | | | Add

Education Education Year Degree [  Credit Type Of College-
Select|Update Source |Level Instructional Program Cert Attained Hours |Credit Type School Major-Minor
Associate  Human Resources Management/Personnel 2002 0060 Semester  College or Major Field
Degree Administration, General (521001) Hours University of Study

Figure 59
Adding Education I nformation

To ‘add’ education information, select the _294 | puytton.

Note: ‘Education Update Source’ will display with either “Verified’, or ‘Self Certified’
or be blank in the ‘Education Update Source’ data field column. You can only update
education information with *Self Certified’. You cannot update education information
with “verified” and 'no information’ since this information was previously entered and
verified by Human Resources. Contact your Human Resources Office for questions
relating to this information.

Lducation Infarmation /
Select Object: | Update
: ' College-
Vear Degroa | Cradit Major-  Acadesic Institution
Sl Source ecation Level Instructional Program Cert Attained Hours  Credit Type  Type Of School Mimar Hame
elor's degres Human Resources 1988 0178 Semester  Junior Collge Minor Fiekd Tha Univarsity of Texas
Mar Hours of Study ot [ Pase, 1 Paso T
Adteni 1{521001)
L Digroe Hum 2002 0060 Semcster  College or Unbeersity  Major Feld CCAF AL [TYP)
Man sannal Hours of Study
Adiei n, General (521001)
Computer [ngi L 2011 0040 Other Vocational, Trade or Majar Flakd New Merico Institute of
cert of comp/ diplomaequiy Technologies/ Technidans, Other (Classroom)  Tech School (Above  of Study  Mining and Techiokogy,
(151299) High Schoal Leved) Socorro HM

Figure 60

The “Add’ page displays. Enter information for your educational update below. For additional

information on a specific data field, select the *
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Note: To search for your specific education information, select the A magnifying glass
located next to the data field you are updating.

To search for your specific education information, select the search con located next to the data field you are updating.

Education Information

Callege-M Minor

Academic Institution Name

Subymit Cancel

Figure61

Note: You will not be able to update or delete the following Education Levels from your
record once entered via ‘MyBiz’, Update My Information- Education:

Vocational/ Occupational Schools — certificate or diploma
Associates Degree

Please contact your Human Resources Office to make changes to
educational entries for the levels identified above or if a record needs to be
deleted.

To search for information for a specific data field, select the A . The following Search screen
displays.

Search and Select: Instructional Program

esults

Saolect Quick Solect Instructional Program Code Instructional Program Description
Mo search conducted,

Figure 62
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To obtain a quick list of information available, select the ‘Go’ button. Once the list displays,
select the *Quick Select’ * jcon next to your selection. To view more information, select the

Het 10 ink (see Figure 63). Another search option is to use the wildcard (%) to conduct partial
searches on long lists/tables such as Instruction Program and Academic Institution Name.

For “‘Education Level’ you may enter the beginning portion of the item name if known, such as
%high%, assoc%, %college%, or %degree%. For ‘Academic Institution” you may type the
beginning portion of the item name if known, such as %TX% or %A&M% and select ‘Go’ or if
search such as %A&M% does not provide the desired result, try %A & M% (spaces between
letters/characters can produce in different results).

For “Instructional Program’ you may type the beginning portion of the item name if known, such
as %Science%, %Law%, %Educ% and select ‘Go’ or %Not Applicable%.

Note: “Not Applicable’ is only used for “Vocational/Occupational Schools — certificate
or diploma received’ and for LN/NAF employee entries.

Once information is located, select it by selecting the ‘Quick Select’ ¥ jcon or selecting the
radio button in the *Select’ column and then selecting the ‘Select” button.

Ramasits

aticnal Level Description = [
\ Select  Quick m%:nml Level Code Educational Level Description
A » 10

e

The selected information auto populates into the appropriate data field.

Figure 63

Note: If you select “Vocational/ Occupational Schools - certificate or diploma received’,
‘Associate Degree’, “‘Select’ and higher education levels, you must enter data in all the
fields.
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Q,

To search for your specific education information, select the search icon located next to the data field you are updating.

Education Information /

* Education Level Master's degree Q @
Instructional Program || Q @&
“ear Degree / Cert attained
(example: 1972}
Crediit Hours
(example: 1510}
Credit Type -
Type OF Schoal -
College-tiajor-finor -

Academic Institution Name Q @

Submit Cancel

Figure 64

Once all the applicable information is entered, select the ‘Submit’ button.

Q

To search for your specific education information, select the search icon located next to the data field you are updating.

Education Information

* Education Level Master’s degree Q @
Instructional Program  |Accounting and Business/Management (520305) qQ @
‘Year Degree / Cert sttained 1998

(example: 1972}

CreditHours 65
(example: 1510}

Credit Type  Semester Hours A

Type Of School  College or University -
College-Major-Minor - Major Field of Study ~

aradermic Institution Mare | Brandeis University, Waltham MA Q @D

[Eubo T cancel

Figure 65

Before education information is updated into the system, “‘Electronic Signatures’ must be
completed. To Electronically Sign and verify Education information, select the ‘Process
Transaction’ button.

ICE ICE FAA

i Navigator v B9 Favorites MyBiz V3 FAQ Home Logout Help

*** ELECTRONIC SIGNATURE ***
WARNING: Be advised that any false statement in this transaction, or willlul misrepresentation, is a violation of the law punishable by a fine of not
more than $10,000 or imprisonment of nol more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to
and including removal from Federal employment.

clicking the "Process Transaction' button, T understand that my DCPDS Portal login information is my electronic signature in effecting this

s ction.

1 acknowledge and wish to PROCESS THIS TRANSACTION

Cancel Transaction I do not acknowledge and wish to STOP this transaction,

Figure 66
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Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page displays allowing you
to print your education information. Select the ‘Continue Updating Your Information’ link to
continue adding education information.

Self Service Education Confirmation Notice

Confirmation
Congratulations LastName, FirstName

1. Education Level

2. Instructional Program

3. Year Degree / Cert Attained
4. Credit Hours

5. Credit Type

6. Type of School

7. College-Major-Minor

8. Academic Institution Name

, your education has been updated as of 03-Apr-2012 13:15:08 CDT.

To print this page for your records, click on the print button below:

Master's degree

Accounting and Business/Management (520305)
1998

65

Semester Hours

College or University

Major Field of Study

Brandeis University, Waltham MA

Print Confirmation
‘What do you want to do now?
Continue Updating Your Information
Views Your My Biz Account

Updating Education I nformation

Education information ‘added’ via ‘MyBiz’, Update My Information will read “Self Certified” in
the Education Update Source column. ‘Update’ existing self certified education information by
first selecting the radio button in the “‘Select’ column and then selecting the ‘Update’ button.

Update
e | Sroas Udnation Level

Associats Degros
Sell Cortified T yours colege

Soll Cortifind Terminal pecupational prre
cert of comp] diphona [ eqube

Vear
Degree | Cert Cret
trstructional Program Attained  Hhours
1068 0
2002 0060

Security Sy
Ispoction Technolog
{4rmn1n)

Compuster Enginesring

Tochnologies Tecic
(151299}

alation, Repair, and 3011
v Tonchaician

2011 oo4n
fans, Other

College:
Major-  Acadesic Instittion
Mo

Credit Type  Type Of School Mimor

Semostor  Junkor Colega Minar Flold Tho Bsivarsity of Texas

Hours. of Study  at £l Paso, B Paso TX

Semostor  College or University  Major Taskd CCAF AL [TVP)

Hours. of Study

Semestor  Junkr Colega

Hours.

Ot Vocational Trade of  Wiajor Tiekd Wew Mexicn Institiste of

[Classroom) Tech School (Above  of ety  Mining and Technology,
ligh Schood Lerved]) Socorm M

Figure 68

Note: Only *Self Certified’ entries that have an active radio button in *Select’ column are
updateable. If entries are not updateable, the button in the select column will be grayed
out. If you attempt to update one of those records, you will receive the warning shown in

Figure 69.

s Warning

Either there are no Education records that can be updated by employee or you must first 'Select’ an education before clicking 'Update’

Figure 69
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The “Update’ page displays with existing information auto populating in the data fields (see
Figure 68). For additional information on a specific data field, select the ™

Note: You will not be able to update or delete the following ‘Education Levels’ from
your personnel record once entered via ‘*‘MyBiz’, Update My Information- Education’:

Vocational/ Occupational Schools — certificate or diploma, Associate’s Degree

Bachelor’s Degree, and all other educational levels higher than a Bachelor’s
Degree.

Please contact your Human Resources Office to make changes to educational

entries for the levels identified above or if educational information needs to be
deleted.

To search for information for a specific data field, select the Q or update your information and
then select the ‘Submit’ button.

Note: In this example, ‘Credit Hours’ and ‘Credit Type’ were updated.

ta search for your speecific education information, sebect ths  search con lecated next 1o the data fickd you ane opdating.

Exhucation Information

oul Terminal occupational program--did not complete , D

Manufac turing Engineering Technobogy/ Techniclan (150613)

Submit Lanced

Figure70

Before education information is updated into the system, ‘Electronic Signatures’ must be

completed. To “Electronically Sign’ and verify ‘Education information’, select the ‘Process
Transaction’ button.

A Navagator ™ B9 Fovores w
5% ELECTRONIC SIGNATURE ***

wd that

WARNING: Be
i

el thak my BEPTYS Portal login information i my elecbronic sigratire in effecting this

1 acknowledge and wish to PROCESS THIS TRANSACTION

Conel Tramaction 1 abo b0t acknewledge and wish Lo STOP Uhis lransaction,
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Figure71
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Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page displays allowing you
to print your education information. Select the ‘Continue Updating Your Information’ link to
continue adding education information.

Self Service Education Confirmation Notice
Confirmation
Congratulations | LastName, FirstName , your education has been updated as of 27-Sep-2011 10:39:38 CDT.
1. Education Level Bachelor's degree
2. Instructional Program H Resources M t/Personnel Administration,
' o General (521001)
3. Year Degree /[ Cert Attained 1988
4, Credit Hours 0128
5. Credit Type Semester Hours
6. Type of School Junior College
7. College-Major-Minor Minor Field of Study
8. Academic Institution Name The University of Texas at El Paso, El Paso TX
To print this page for your records, click on the print button below:
Print Confirmation
What do you want te do now?
—_—>
A . . T
Updated ‘Education Information’ displays.
Select Object: | Update | | | Add
Education (College-
Update Year Degree [ Credit Major- Academic Institution
Select/Source Education Level Instructional Program Cert Attained Hours [Credit Type |Type Of School Minor Name
Self Certified Bachelor's degree Human Resources 1988 0128 Semester Junior College Minor Field The University of Texas
Management/Personnel Hours of Study  at El Paso, El Paso TX
Administration, General (521001)
A Assodiate Degree Human Resources 2002 0060 Semester  College or University  Major Field CCAF AL (TYP)
Management/Personnel Hours of Study
Administration, General (521001)
Self Certified Terminal occupational prgrm- Computer Engineering 2011 0040 Other Vocational, Trade or  Major Field New Mexico Institute of

cert of comp/ diploma / equiv

(151299)

Technologies/ Technicians, Other

(Classroom) Tech School (Above
High School Level)

of Study  Mining and Technology,
Socorro NM

Updating My Information
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The Training tab contains employee’s training information.

Select the = TFaining  tap to add or delete your training information. The link takes you to the
Training Information page (Figure 74).

Profile Disability Language Ethnicity and Race Emergency Contact Education Certiﬁcations,’ Licenses  Awards and Bonuses
This section displays/captures your training courses that have been satisfactorily completed, to includ@rTore==onal Military Education (PME). Entries you add through My Biz are marked 'Self Certified”. Human
Resources (HR) may request you provide documentation for verification purposes.

Training from Defense Acquisition University (DAU) and some other sources are systematically updated. Please wait at least one month after training completion before entering it to prevent duplication.
Tips:
Training entries can be 'Added" or 'Deleted". To correct a Self Certified entry, delete and 'Add’ the course data. Training not marked as “Self Certified’ can only be updated by your training office.

Continued Service Agreements or Service Obligations are recorded when an employee agrees to a service period(s) of time with an agency in return for the agency authorizing a training event(s). To view
your training related Service Obligation/Continued Service Agreement; go to MyBiz, My Information, Personal Tab, Service Obligation.

Select the ‘'Add" button to add new training information.
To 'Delete’ self certified training infarmation, first select the training entry and then select the DELETE button.
Training Information
Select Object: | Delete | |
Select Details Trng Update Source Trng Course Title Trng Start Date Trng End Date
) [ 5hovi Self Certified ACQ 451 (DAU) INTEGRATED ACQUISITION FOR DECISION MAKERS 03-Aug-2010 05-Aug-2010

¥TIP  To Print a Training Brief, select the button below

[ select Date Range and Sort Criteria Note: Calendars reflect a range of years, so users may need to click several times to find the correct year (e.q., 'Before 1995'; 'Before1980; etc.).

Print Training Report

Figure 74

Adding Training Information. To add training information, select the " Add | pytton (Figure

75).
Note: The ‘“Trng Update Source’ column will display with either “Verified’ or ‘Self
Certified’ in the “Trng Update Source’ data field column. To update training information
that is “Self Certified” as noted by an active radio button, you must delete the entire entry
and then “Add” the course data. You cannot update training information with “Verified’
since this information was previously entered and verified by Human Resources. In this
view, note that the “Verified’ training course entry is grayed out and not updateable.
Additionally, ‘Verified” training will include only those courses that were satisfactorily
completed. Contact your Human Resources Office for questions relating to this
information.

Training Information

Select Object: | Delete | | Previous 1-10 ~ Nexi10 @
Select Details Trng Update SONTCE Trng Course Title Trng Start Date Trng End Date
. now self Certified ALL CAPS FOR COURSE TITLE 26-Sep-2011 30-Sep-2011

Verified ACQ 451 (DAU) INTEGRATED ACQUISITION FOR DECISION MAKERS 03-Aug-2010 05-Aug-2010
" Vermen ACQ 450 (DAU) LEADING TN THE ACQUISITION ENVIRONMENT 27-Jul-2010 29-Jul-2010
Figure 75
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The *Add Training Information’ page displays (Figure 76). Enter information for your training
update below. For additional information on a specific data field, select the “ In some

instances, the o will reference the Office of Personnel Management (OPM) Standard Form
(SF-)182 (Authorization, Agreement and Certification of Training), so a link has been provided
to allow quick access to a blank SF-182.

Add Training Information

Tip: A traéning addition will not be added If the "Training Start Date” and the "Course Title’ are an expet match to 2 course already disphayed in My
Bz,

[—

Training Information

Figure 76

Notes:
1. To search for your specific training information, select the magnifying glass‘l or

“Idropdown located next to the data field you are updating.
2. Enter start and end dates of training (dd-mon-yyyy) manually or use calendar.
e Notethedateformat and that hyphensarerequired. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.
In instances where the training submitted includes a day beyond the 12" of the
month, the system will display a format error.
e Entry of futuredateswill result in an error message that indicates the date
must be less than or equal to *sysdate’ (i.e., the current date).
e Calendars reflect a range of years, so users may need to select several times to
find the correct year (e.g., ‘Before 1995’; ‘Before1980’; etc.).
3. If there are Training Costs, be sure to enter in format 0.00 - do not enter a dollar (‘$’)
sign. For example: 150.00, 232.00, 7.37, etc.
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* Indicates required field
* Course Title

* Training Start Date [ERO] * Training End Date

Training Details

* Training Duty Hours D * Training Non-Duty Hours @
Acquisition School Source Q @ <
* Training Sub Type Code - @ <
* Training Source Type Code -~ (@
* Agency Type Code Q @
* Training Delivery Type Code -~ @
* Priority Indicator - [0
* Dedision Source - [0
* Training Purpose Type -~ @
Training Cost Details
* Tuition and Fees § 00 o Mg Travel Indicator  No
* Books & Material Costs § 00 0] = Travel § 00 @
*PerDiem$ 00 @
Other Details
Course Number Code & = Training Accreditation Indicator + [0
* Training Credit 00 0] * Training Credit Type Code 04 - Not Applicable v [
Training Designation Type Code ~ @ Training Update Source  Self Certified

Submit Cancel

Figure 77

To search for information for a specific data field, using the A , the following Search screen
displays (Figure 78)

Search and Select: Agency Type Code

Cancel Select

Search

To search for your specific training information, enter your information in the text field below or simply select the 'Ga' butten to view the
entire list. To locate 'Computer Software Appl', enter %Comp%, for various Computer software titles, then select 'Go'. To select your

Type Code, select the 'Quick Select’ icon next to your information.

Search By Agency Type Code Description + ﬂ
Results
Select Quick Select Agency Type Code Agency Type Code Description

Mo search conducted.

Cancel Select

Figure 78

To obtain a quick list of information available, select the *‘Go’ button. Once the list displays,
select the “Quick Select’ icon next to your selection. To view more information, select the
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1=t 10 Yink (Figure 77). Another search option is to use the wildcard (%) to conduct partial

searches on long lists/tables such as Acquisition School Source Description and Agency Type
Code.

For “‘Acquisition School Source Description” you may enter the beginning portion of the item
name, if known or any word (to include location/state abbreviation) in the item name if known,
such as %dau%, %college%, or %TX%. Similarly, for ‘Agency Type Code’ you may type the
beginning or other portion of the item name/number, if known, such as %NSPS%, %0OPM%,
%Princeton%, %executive%, %historical% or %301% and select ‘Go’ (Figure 78). If search
such as %A&M% does not provide the desired result, try %A & M% (spaces between
letters/characters can produce in different results).

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the *Select’ column and then selecting the ‘Select’ button.

Search and Select: Agency Type Code

Cancel Select

Search

To search for your specific training information, enter your information in the text field below or simply select the 'Go' button to view the entire
list. To locate 'Computer Software Appl', enter %Comp%, for various Computer software titles, then select 'Go'. To select your Type Code, select
the 'Quick Select' icon next to your information.

Search By Agency Type Code Description - Go

Results /

Select Quick Select Agency Type Code Agency Type Code Description
* 07ACQ DLA-Acquisition
2 07AFB DLA-Accounting, Auditing, Budget & FinMgt
% 07AVN DLA-Aviation
2 07B5SM DLA-Business Systems Modernization
* 07BUS DLA-General Business
2 07CIF DLA-Corporate Intern Program
* 07CMM DLA-Commodities
-+ 07COM DLA-Communications
* 07DAU DLA-Defense Acquisition University

Figure 79
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Search and Select: Agency Type Code
Cancel Select
Search
To search for your specific training information, enter your information in the text field belogeor simply select the 'Go' button to view the entire list. To
locate 'Computer Software Appl', enter %Comp%, for various Computer software titles_#en select 'Go'. To select your Type Code, select the 'Quick
Select' icon next to your information.
Search By Agency Type Code Description v NSP5% ﬂ
Results
<) Previous 10 31-40 ~ MNext 10 (=
Select Quick Select Agency Type Code Agency Type Code Description
® 3 NSPKE NSPS - iSuccess Web Based Training (Emp)

& MSPLE MNSPS - Pay Pool Web Based Training (Emp)

> NSPPA NSPS - Change Management (Admin)

& NSPPC MNSPS - Change Management (Counsel)

> NSPS - Change Management (Emp)

& MSPPH NSPS - Change Management (HR)

* NSPPS NSPS - Change Management (Supv)

& NSPPT NSPS - Change Management (TrainTheTrainer)

* NSPPX NSPS - Change Management (Sr Exec)

& NSPQA NSPS - Communication (Admin)

<) Previous 10 31-40 ~ MNext 10 (=

Figure 80

The selected information auto populates into the appropriate data field (Figure 78).

aining indarmstian

st Ok’ ared 1m0
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Ervgloyss Hams  Haka, Mrr, Jaceling D
Work Bl Ak Jocqvalinn.uctvet,L@s ol

Training Informalise

* Triwnig Eved Dl

Iraming Details

* Traicken) Bady Honrs ® Trieinng MorrDuky Hours

fcquirkion School Source L B

* Trainieeg b Type Code ]

* Tranirg Source Type Code

= Briaky Indicaton * [
* Decaisn Sourte
* Trairing Purpose Type
Trsdmineg Cosl Dl aily
* Tuhon and Fess 3 00 * Traiving Travel

* sk b Matwiil Coz § 00 -

Other Details

Cours Hhamber Code * Trainirg Ascrediation Indicator

* Triring crect 00 * Traning 53 0w« ot Applicabla

ulale Souacn  Sull Corlilind
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7w et approgeiate dufeaion
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Figure 81
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Once all the applicable information is entered, select the ‘Submit’ or *Cancel’ button (Figure
79). If you choose to ‘Submit’ but do not enter all required data, i.e., those marked with an
asterisk (*), you will receive an error message that indicates the missing value (Figure 80).

* Indicates required field
* Course Title  NSPS ADAPTING TO CHANGE FOR NON-SUPERVISIORS

* Training StartDate  02-Mar-2008  [E (@ * Trainng End Date  02-Mar-2008  [& (@

Training Details
* Training Duty Hours 04 @ # Training Non-Duty Hours 00
Aoquisition School Source Q @

* Training Sub Type Code 32 - Federally Mandated Training j]
* Training Source Type Code 01 - Government Internal
* gency Type Code  NSPS - Change Management (Emp) q o
* Training Delivery Type Code 03 - Technology Based (Software tutorials, CD ROM, Web-based, Interactive media,
" Priority Indicator - Critical/Mandated MEE,
* Decision Source  Mandated NOT Organization Annual Training Plan or Individual Development Plan
* Training Purpose Type 04 - Future Staffing Needs
Training Cost Details
* Tuition and Fees § 00 j0. * Training Travel Indicator - No > @
* Books & Material Costs § 00 & * Travel$ 00
*PerDiem$ 00

Other Details

Course Number Code @ * Training Accreditation Tndicator - @
* Training Credit 00 ® * Training Credit Type Code 04 - Not Applicable MEC)
Training Designation Type Code > @ Training Update Source Self Certified

Submit Ti[)

Figure 82

Message from webpage

Form validation failures:
l % Avalue must be entered for "Training Purpose Type".

Figure 83

Before training information is updated into the system, an “Electronic Signature’ must be
completed. To Electronically Sign and verify training information, select the ‘Process
Transaction’ button (Figure 84).
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Department of Defense

N Navigator v B2 Favorites ¥ ICE MyBiz ICEPAAV3 FAQ Home Logout

*** ELECTRONIC SIGNATURE **+

WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishable by a fine of not more than $10,000 or
imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and induding removal from Federal
employment.

By clicking the 'Process Transaction' button, I understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

[
Process Transaction I 1 acknowledge and wish to PROCESS THIS TRANSACTION
Cancel Transaction | 1 do not acknowledge and wish to STOP this transaction.

ICE MyBiz ICE PAAV3 FAQ Home Logout

Figure 84

Privacy Statement

allowing you to print your training information. Select the ‘Continue Updating Your
Information’ link to continue adding training information.

Confirmation
Congratulations LAST, FIRST MI

. Course Title

. Training Start Date

. Training End Date

. Training Duty Hours

. Training Non Duty Hours

. Training Sub Type Code

. Training Source Type Code
. Agency Type Code

00~ LA s L) M) =

=)

. Training Delivery Type Code

10. Acquisition School Source

11. Priority Indicator

11. Decision Source

12. Training Purpose Type

13. Training Travel Indicator

14. Tuition and Fees

15. Books & Material Costs

16. Travel

17. Per Diem

18. Course Number Code

19. Training Accredition Indicator
20. Training Credit

21. Training Credit Type Code
22. Training Designation Type Code

What do you want to do now?

ontinue Updating Your Information

View Your My Biz Account

your training has been updated as of 03-Oct-2011 14:04:16 CDT.

NSPS CHANGE MANAGEMENT TRAIN THE TRAINER
03-Mar-2008

07-Mar-2008

40

0

32 - Federally Mandated Training

01 - Government Internal

NSPS - Change Management (TrainTheTrainer)

01 - Traditional Classroom (no technology, classroom
on-site)

Essential

Agency Approved Academic/Education Course
02 - New Work Assignment (New technology)
No

680.

320.

NA

04 - Not Applicable

To print this page for your records, click on the print button below:

Print Confirmation
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Select the “View Your ‘MyBiz’ Account’ if you would like to view all training entries. Once in
this view (Figure 86), you are able to print a report and have the option of selecting the date
range and sort criteria.

Training Information

Select Object: | Delete | | | Add

Select Details Trng Update Source Trng Course Title Trng Start Date Trng End Date
[# 5how Self Certified WINDOWS VISTA 2011 10-Jan-2011 14-Jan-2011
[# 5how Self Certified HSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS 03-Mar-2008 07-Mar-2008
[# 5how Self Certified SIMPLER LEAN VISUAL MANAGEMENT DRXPI97970016VS 16-Jun-2005 16-Jun-2005

¥TIP To Print a Training Brief, select the button
below
Note: Calendars reflect a range of years, so users may need to click several times to find the correct year (e.g., 'Before 1995"; "Before1980°;

[7] select Date Range and Sort Cntei/ etc.)
Print Training Report

Figure 86

If you choose to select a date range/sort, you are prompted to provide necessary selections
(Figure 87).

“TIP To Print a Training Brief, select the button
below

Note: Calendars r a range of years, 5o users may need to click several times to find the correct year (e.q., 'Before 1995'; 'Before1980°;

Select Date Range and Sort Criteria

etc.).
From Date =] To Date B
(example: 28-Gep-2011) (example: 28-Sep-2011)
Sort tem  Training Start Date v Sort Order  Descending »
Print Training Report
—
Figure 87

Once selections are made or you choose to print all, select ‘Print Training Report” (Figure 86).
You will receive a File Download prompt (Figure 88) with the options of opening and printing
the file, or saving to your personal computer.

File Download 2
Do you want to open or save this file?
IE?: Mame: TrainingBrief.pdf
e Type: Adobe Acrobat Document
From: warlock.dcpds.cpms.osd.mil
Cpen ‘ I Save ‘ I Cancel I

harm your computer. f you do not trust the source, do not open ar

| 2 | While files from the Intemet can be useful, some files can potertially
L save this file. What s the risk?
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Figure 88

If you open for print, you will receive a report published in Adobe Reader (‘.pdf’) (Figure 89).

If there is more than one page, you will need to select the down arrow A 4 to obtain the
succeeding pages.

Completed Training History for
TRNG START TRNG END COURSE TRNG TRNG TRNG TRNG UPDATE
DATE DATE COURSE TITLE HOURS TRNG DELIVERY HUMBER CREDIT | CREDIT TYPE | DESIGMATION SOURCE
01 - Traditional
Classroom (no 04 - Not .
10-JAN-2011 | 14-JAN-2011 [WINDOWS VISTA 2011 40 technology, 00 Applicable Self Certified
classroom on-site)
03 - Technology
NSPS ADAFPTING TO Based (Software 04 - Not
03-MAR-2008 | 07-MAR-2008 | CHANGE FOR 4 tutorials, CD ROM, 00 Applicable Self Certified
NON-SUPERVISORS Web-based, DI
Interactive media,
" 01 - Traditional
SIMEPETTEANEISTAR Classroom (no 04 - Not ]
16-JUN-2005 | 16-JUN-2005 |MANAGEMENT 8 00 B Self Certified
DRXPIS7970016VS technology, ppiicablc
classroom on-site)
Figure 89

Should you choose the save option in Figure 88, you will be prompted to select the location for

the file (Figure 90).

Recent Places

Desktop

Libraries

A

~

Computer

@

Network

File name:

mn

TrainingErief[1]

E Save As 28
Savein: || 4KRERWBJ - @0 zo
R Mame : Date modified Type
hers? T TrainingBrief[1] 9/28/201112:16 PM  Adobe Ac

A Save

Save as type:

| Adobe PDF Files {*pdf)

| Cancel |
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Deleting Training Information. Should you choose to delete a self-certified entry, select the
radio button for the appropriate course then select the Delete | button (Figure 91).

Training Inforngatiog
Select Object: | | Add
Select Details [Trng Update Source Trng Course Title Trng Start Date Trng End Date
| | Show self certified WINDOWS VISTA 2011 10-Jan-2011 14-Jan-2011
oﬂ Show self certified NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS 03-Mar-2008 07-Mar-2008
T [ Show self certified SIMPLER LEAN VISUAL MANAGEMENT DRXPI97970016VS 16-Jun-2005 16-Jun-2005

¥TIP To Print a Training Brief, select the button

below
Note: Calendars reflect a range of years, so users may need to click several times to find the correct year (e.g., 'Before 1995'; 'Before1980";
[l Select Date Range and Sort Criteria etc.) g ¥ v year (2.9
From Date To Date
(eample: 28-5ap-2011) (s@mple: 28-Sep-2011)
Sort kem  Training Start Date - Sort Order  Descending ~

Print Training Report

Figure9l

You will receive a warning prompting another decision (Figure 92).

Department of Defense

™ Navigator ¥ B Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Home Logout

 Warning
Training Information will be permanently deleted from your record. Do you want to Continue?

ICE MyBiz ICE PAAV3 FAQ Home Logout

Privacy Statement

Figure92
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If you select ‘No’, you will be returned to the Training Information view (Figure 92).
If you select “Yes’, you will receive a notice confirming the deletion (Figure 93).

Confirmation
Congratulations Last, First your training has been deleted as of DPD-MON-YYYY HH:MM:S5
1. Course Title NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS
2. Training Start Date 03-Mar-2008
3. Training End Date 07-Mar-2008
4. Training Duty Hours 04
5. Training Non Duty Hours 00
6. Training Sub Type Code 32 - Federally Mandated Training
7. Training Source Type Code 01 - Government Internal
8. Agency Type Code NSPS - Change Management (Emp)
- . 03 - Technology Based (Software tutorials, CD ROM,
9. Training Delivery Type Code Web-based, Interactive media,
10. Acquisition School Source
11. Priority Indicator Critical/Mandated
11. Decision Source Mal_]d_ated NOT Organization Annual Training Plan or
Individual Development Plan
12. Training Purpose Type 04 - Future Staffing Needs
13. Training Travel Indicator No
14. Tuition and Fees
15. Books & Material Costs
16. Travel
17. Per Diem
18. Course Number Code
19. Training Accredition Indicator Not Applicable
20. Training Credit
21. Training Credit Type Code 04 - Not Applicable

22. Training Designation Type Code

To print this page for your records, click on the print button below:

Print Confirmation

What do you want to do now?

Continue Updating Your Information
Vievs Your My Biz Account

Figure 93
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The Certifications/Licenses tab contains employee’s Certifications/Licenses information.

Select the | certifications/Licenses | tapy to add or delete your certifications/license information. The
link takes you to the Certifications/Licenses page (Figure 94).

Profile | Disability = Language Ethnicity and Race = Emergency Contact = Education Training | Certifications/Licenses | Competency Profile | Awards and Bonuses
This section displays your Certifications/Licenses. By updating this information, you are self-certifying the data you enter is valid. Human Resources (HR) may request you provide documentation for verification
purposes. Items that you cannot select can only be updated by HR.

Certifications/ Licenses — Other Occupational and Professional Information does not include the capability to update acquisition or Information Assurance certifications.

TIPS:
I

When adding certifications/licenses, you will be asked if you received training, and if so, to link the certification to the specific training entry. T, as a prerequisite to the award of this certification/license you
did receive training, request you review your training history BEFORE adding the certification/license to ensure the training is on file. Go to the Training Tab in My Biz to review/add entries.

To Add select the 'Add' button.

To 'Delete’ select the entry and then select the 'Delete’ button.

To correct a Self Certified entry, delete and 'Add' the certification/license data. If the Certifications/Licenses Update Source is blank or "Verified', the data was input by Human Resources. 'Self Certified'
indicates the record was input by the employee. Only those entries with a selection button can be corrected. For all others, please contact Human Resources to correct.

Certifications Licenses

\Certification/ License Date Issued Expiration Date
Six Sigma Black Belt 10-Jun-2011
O [#H5how self certified Certified Construction Contract Administrator 10-Sep-2010 09-Sep-2013

Figure 94

Adding Certification/Licenses Information. To add certification/licenses information, select the
_Add | hytton (Figure 95).

Note: The “Cert/Lic Update Source’ column will display with either “Verified” or *Self
Certified’ in the “Cert/Lic Update Source’ data field column To correct a Self Certified
entry, delete and 'Add' the certification/license data. If the Certifications/Licenses Update
Source is blank or 'Verified', the data was input by Human Resources. 'Self Certified'
indicates the record was input by the employee. Only those entries with a selection button
can be corrected. For all others, please contact Human Resources to correct.

Add Cemificatlons Licenses - Other Occupatianal and Prafessional Informatian_
Information: Ths tection caplures your Certificat avda documentaton fo
Employee
Errployprss Hame
mail Address
Certifications, Licenses Information
&
<
<
<
NOTE: If, a5 a prerequisite o the awar \ flle BEFORE adding e certificats
&
<
&
i) hal
bt [

Figure 95
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The *Add’ page displays (Figure 95). Enter information for your certification/license update

below. For additional information on a specific data field, select the &

Notes:
1. To search for your specific certification/license information, select the magnifying

glass“l or " dropdown located next to the data field you are updating.
2. Enter date fields using the format (02-MAR-2009) manually or the use calendar.
e Notethedateformat and that hyphensarerequired. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.
Entry of future dateswill result in an error message that indicates the date
must be less than or equal to *sysdate’ (i.e., the current date).
e Calendars reflect arange of years, so users may need to select several times
to find the correct year (e.g., ‘Before 1995’; ‘Before 1980’; etc.).
3. If there are costs, be sure to enter in format 0.00 - do not enter a dollar (‘$’) sign. For
example: 150.00, 232.00, 7.37, etc.

To search for information for a specific data field, using the A , the following Search screen
displays (Figure 96)

Search and Select: Type of Certification/License

Cancel Select

Search
Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Cert% or %MNurse%. Select the "go"
button. Select the 'Quick Select' icon next to your selection.
Search By Type of Certification/License Description ﬂ
Results
Select Quick Select Type of Certification/License Code Type of Certification/ License Description

Mo search conducted.

Cancel Select

Figure 96

To obtain a quick list of information available, select the *‘Go’ button. Once the list displays,
select the “Quick Select’ icon next to your selection. To view more information, select the

H=2 10 jink. Another search option is to use the wildcard (%) to conduct partial searches on

long lists/tables such as %Cert% or %Nurse%.
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Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the *Select’ column and then selecting the ‘Select’ button.

Search and Select: Type of Certification/License

Search

Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Cert% or %MNurse%. Select the "go" button. Select the 'Quick Select' icon
next to your selection.

Search By Type of Certification/License Description «  Chief Mate% m
Results
Select Quick Select Type of Certification/ License Code Type of Certification/ License Description
F = 1LG Chief Mate Stm & Mtr - Great Lakes
® = MC Chief Mate Mtr Ltd Coast
® 1 /:MO Chief Mate Mtr Offshore & Oil
\‘ =] =1 1MuU Chief Mate Mtr Unltd
= 1scC Chief Mate Stm Ltd Coast
51 15M Chief Mate Stm & Mtr Unltd
= 150 Chief Mate S5tm Offshore & Oil
i1 15U Chief Mate Stm Unltd

Cancel Select

Cancel Select

Figure 97

The selected information auto populates into the appropriate data field (Figure 98).

verification purposes. Some inforrmation can only be updated by HR.,
Employee

Employes Name
Work Email sddress

Certifications/Licenses Information

* Indicates required field

* Type of Certification/License  Chief Mate Mtr Unltd Q jO)
* Date Certification/License Issued j
(example: 20-Mar-2012)
Date Certification/License Expires =l
(example: 20-Mar-2012)
* Initial/Renewal > @
NOTE: If, a5 a prerequisite 1o the award of this certification/license you did receive training, go to the Training Tab in 'MyBiz' to ensure the raining is on file BEFORE adding the certification/license.
* Training to Obtain a License? -~ @
* Training to Cbtain 2 Certification? -~ @
Course Title Q @

Class Graduation Date

Government Amount Paid 00 3]

Date Paid @ o
NOTE: Date Paid should be prior to date Certification/License Issued,
Funding Source > @

Information: This section captures your Certifications,Licenses . By adding this information you are self-certifying the data you enter is valid, Human Resources (HR) may request you provide docurnentation for

Submit Cancel

Figure 98
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If “Training to Obtain a License” or “Training to Obtain a Certification” is equal to “Yes” then
you must select the training “Course Title”.

NOTE: If, asaprerequisitetotheaward of this certification/license you did receive
training, gototheTraining Tab in ‘My Biz' to ensurethetrainingison file BEFORE
adding the certification/license.

If training was received, select theo\ to list all the training you attended. Then select the
appropriate training record to associate with the Certification/License.

Once all the applicable information is entered, select the ‘Submit’ or *Cancel’ button (Figure
99). If you choose to ‘Submit’ but do not enter all required data, i.e., those marked with an
asterisk (**’), you will receive an error message that indicates the missing value (Figure 100).

Add Certifications/Licenses — Other Occupational and Professional Information

Cancel

Information: This section captures your Certifications/Licenses . By adding this information you are self-certifying the data you enter is valid. Human Resources (HR) may request you provide documentation for
verification purposes. Some information can only be updated by HR.

Employee

Employes Name
Work Email Address

Certifications/ Licenses Information

* Indicates required field
* Type of Certification/License  Chief Mate Mtr Unltd qQ M@
* Date Certification/License Issued  06-Dec-2007 j
(example: 20-Mar-2012)
Date Certificationicense Expires  06-Dec-2010 j
(example: 20-Mar-2012)
* Initial/Renewal  Initial (G Date Certification/License Expires
NOTE: If, as a prerequisite to the award of this certification/license you did receive fraining, go to the Training Tab in MyBiz' o ensure the training is on file BEFORE adding the certification/license.
* Training to Obtain a License?  Yes ~ (L)

* Training to Obtain a Certification?  No  « (i)
Coursa Title | ACO 451 (DAU) INTEGRATED Acquisi &, [
Class Graduation Datz
Governrment Amount Paid 00 o
Date Paid B @

NOTE: Datz Paid should be priar to date Certification/License Issued.
Funding Source BRSNS -| @

Submit Cancel

Figure 99

Windows Internet Explorer Iﬁ

Form validation failures;
l % Awvalue must be entered for "Date Certification/License Issued”,
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Figure 100

Before certifications/licenses information is updated into the system, an ‘Electronic Signature’
must be completed. To electronically sign and verify Certifications/Licenses information, select
the “Process Transaction’ button (Figure 101). If you select ‘Cancel Transaction’, you will be
returned to main page of Certifications/Licenses

¥ Department of Defense

M Navigator v B Favorites v ICE MyBiz ICE PAAV3 FAQ Home Logout

*** ELECTRONIC SIGNATURE ***
WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishable by a fine of not mere than $10,000 or
imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and including removal from Federal

employment.

By dicking the 'Process Transaction’ button, I understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

1acknowledge and wish to PROCESS THIS TRANSACTION
Cancel Transaction 1do not acknowledge and wish to STOP this transaction.

ICE MyBiz ICE PAAV3 FAQ Home Logout

Privacy Statement

Figure 101

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 102) displays
allowing you to print your certifications/licenses information. Select the *Continue Updating
Your Information’ link to continue adding certifications/licenses information.

Self Service Certification/ License Confirmation Notice

Confirmation
Congratulations LAST FIRST your certification/license has been updated as of 03-Oct-2011 14:35:16 CDT.
1. Type of Certification/License 3rd Cl Radio Telegraph Operator
2. Date Certification/License Issued 09-Aug-2010
3. Date Certification/License Expires
4. Initial/Renewal Initial
5. Training to Obtain a License? No
6. Training to Obtain a Certification? No
7. Course Title
8. Class Graduation Date
9. Date Paid
10. Gov Amount Paid 00

12. Funding Source
Print Confirmation

What do you want to do now?

Continue Updating Your Information
View Your My Biz Account

Figure 102
Select the “View Your ‘MyBiz’ Account’ if you would like to view all certifications/licenses
entries.
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Once in this view (Figure 103), you can select # to get more details on the
certification/license. There is also a “Print Certifications/Licenses report.

nd

Certificationsf Licenses — Dther

Jon does not include the capability to update fon or

o !

Select Object: | Delete | | | Add
Select TFElals Qert/ Lic Update Source Cortification/ Licemse Date bsued Lxpiration Date
. Self Certificd Uicensed Landscape Architect 14-0ct-2009
Sedf Certificd S Sigma Green Belt 09-Dct- 2009
Sl Cortified Wastewater Treatment Opr 05-0ct- 2009
Solf Certified Chief Mate MU Unltd 15-Sep- 2009 13-Sep- 2019
g

felf Certified 2nd Cl Radio Tekegraph Operator s
“THP  To Pring 8 Cerfiesyons ; 00

Figure 103

Once you select “Print Certifications/Licenses Report’ (Figure 103), you will receive a File
Download prompt (Figure 104) with the options of opening and printing the file, or saving to
your personal computer.

File Download @

Do you want to open or save this file?

L Mame: CertificationBrief.pdf
| e | Type: Adobe Acrobat Document
From: sylvestr.dcpds.cpms.osd.mil

Qpen ]’ Save ][ Cancel ]

i " | While files from the Intemet can be useful, some files can potentially
d harm your computer. f you do not trust the source, do not open or
= save this file. What s the risk?

?gure 104

If you open for print, you will receive a report published in Adobe Reader (*.pdf’) (Figure 105).

If the first screen is not the only available screen, you will be able to select the down arrow A 4
to obtain the succeeding pages.
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ew Document  Tools ndow  Help
Certifications/Licenses for Hauptman, Blanch CPMS T 02-DEC-2009
TYPE of CERTIFICATIONILICENSE DATE ISSUED EXPIRATION DATE
Six Sigma Black Balt 0B-NOV-2008 18-NOV-2008
Chisf Mate Stm & Mtr - Great Lakes 08-NOV-2008 03-NOV-2008
Six Sigma Black Belt 02-NOV-2008
Licensed Landscape Architect 30-0OCT-2008
Certified Defense Financial Manager 01-0CT-2008 02-0CT-2010
Project Management Professional <PMI> 28-5EP-2009 28-SEP-2010
|Asbestos Inspector 02-FEB-2008 01-NOV-2012
Cenified Cost Engineer <AACE> 17-NOV-2008
Chief Mate Mtr Unltd 08-DEC-2007 05-DEC-2010
Chief Mate Mtr Unltd 08-DEC-2007

Figure 105

Should you choose the save option, you will be prompted to select the location for the file.

Organize * ﬂ: - 'é"
& Downloads - - e -
= Recent Places _ lll\lew\falume @)

S0 228 GB free 07 232 GB
‘“’_L'bra"es 4 Devices with Removable Storage (2)
j Documents
o) Music & DVD Drive (E)
= Pictures =
B videos = >
) $ DVD RW Drive (F3) E
18 Computer =
4 Network Location (1)
€W Network ; cpms (V\afpcfilr) (O:)
i ~ 44.7 GB free of 200 GB il
File name: CertificationBrief -
Save as type: | Adobe Acrobat Document VI
~ Hide Folders [ Save ] [ Cancel ]

Figure 106
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Deleting Certifications/Licenses | nformation. Should you choose to delete a self-certified entry,
select the radio button for the appropriate course then select the | Pelete | button (Figure 107).

Certifications/Licenses — Other Occupational and Professional Information:

Select Deralls pdate< Source Certification/ License Date Issued Expiration Date
@ [@Show gelf Certified Six Sigma Black Belt 10-Jun-2011
O [{5how gelf certified Certified Construction Contract Administrator 10-Sep-2010 09-Sep-2013
[#5h0v gelf Certified 3rd Cl Radio Telegraph Operator 09-Aug-2010
© @ 5how gelf certified 2nd Cl Radio Telegraph Operator 07-Aug-2009

¥TIP To Print a Certifications/Licenses Brief, select the button below

Print Certifications/ Licenses Report

Figure 107

You will receive a warning prompting another decision (Figure 108).

™ Navigator ¥ B2 Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Home Logout

A Warning

Certifications/ Licenses Information will be permanently deleted from your record. Do you want to Continue?

ICE MyBiz ICE PAAV3 FAQ Home Logout

Figure 108

Privacy Statement

If you select ‘No’, you will be returned to the Certifications/Licenses Information view. If you
select “Yes’, you will receive a confirmation notice for the deletion (Figure 109).

Salf Service Cenification/ Licanss Confirmatien Notce
Confirmation
Congratul ur certification/lloense has been deleted as of 03-Oct-2011 15:08:42 CDT.
1. Type of Certification/License 3rd CI Radio Telegraph Operator
2. Dile Cenlifivalion/Livense Issued 09-Aug-2010
3. ate Certification/|icense Fxpires
4, InilialRenewal Tnilial
5. Training to Obtain a license? No
6. Training to Obtaln a Certification? No
7. Course Title
8. Class Graduation Date
9, Date Paid 09-Aug-2010
10. Gov Amount Paid 0.00
11. Adual Amounl Paid 0.00
12. hunding Source Other/Unknown
Print Confirmation
What do you want to do now?
Figure 109
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The Awards and Bonuses tab contains employee’s Awards and Bonuses information. Select

the | Awards and Bonuses | 13 tq take you to the awards information. Please note that user can
only add ‘non-monetary awards’. All monetary awards must be added by Human Resources
(HR).

Select the link to View/Make Awards Changes. The link takes you to the Awards and Bonuses
page (Figure 110).

Appointment | Position | Personal | Salary | Benefits | Awards and Bonuses Performance | Personnel Actions

The following section displays detailed historical information through today's date.
Awards Information I

View/Make Awards Changes

Bonus Details
Effective Date Bonus Type Bonus Amount Expiration Date

Figure 110

Adding Awards Information. To add awards information, select the _Add | pytton (Figure 111).

Note: The ‘Award Update Source’ column will display with either “Verified’ or ‘Self

| Certified’. To correct a Self Certified entry, delete and 'Add' the Award data. If the
Award Update Source is blank or "Verified', the data was input by HR. 'Self Certified'
indicates the record was input by the employee. Only those entries with a selection button
can be corrected. For all others, please contact HR to correct.

Awards and Bonuses
Select Object: LIEEQ—)) Previous 1-10 + Next10 &
Select|Award Update Soun Dat ard Earned Award Type Amount or Hours Award Percentage Award Agency

Verified 22-Sep-2010 Special Act or Service Award $3000 Department of the Army

Verified 20-Jul-2010 Superior Civilian Service Awd Department of the Army

Verified 03-Jan-2010 NSPS Performance Bonus $2592 Department of the Army

Verified 03-Jan-2010 NSPS Performance Increase $3889 Department of the Army

Verified 11-Sep-2009 Special Act or Service Award $2500 Department of the Army

Verified 04-Jan-2009 NSPS Performance Increase 59040 Department of the Army

Figure 111

The “‘Add’ page displays (Figure 112). Enter information for your award update. For additional

information on a specific data field, select the &

Notes:
4. To search for your specific Award Type and Award Agency information, select the

magnifying glass“1 located next to the data field you are updating.
5. Enter date fields using the format (02-MAR-2009) manually or the use calendar.
e Notethedateformat and that hyphensarerequired. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.
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Entry of future dateswill result in an error message that indicates the date
must be less than or equal to *sysdate’ (i.e., the current date).

e Awards earned prior to current assignment start date may now be entered.

e Calendars reflect arange of years, so users may need to select several times
to find the correct year (e.g., ‘Before 1995’; ‘Before 1980’; etc.).

Add Awards (Non Monetary) Information
[ Submit

Information: This section captures your Awards . By adding non-monetary award you are self-certifying the data you enter is valid. Human Resources (HR) may
you provide documentation for verification purposes

Tip: An AWARD addition will not be added if the "Award Information’ is an exact match to an award already displayed in MY Biz
Employee
Employee Name
Work Email Address

Add Awards Information
* Indicates required field
= Date Award Eamed =@

s Award Type

= Award Agency

Figure 112

To search for information for a specific data field, using the A , the following Search screen
displays (Figure 113)

Search and Select: Award Type
Cancel Select
Search
Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Award% or %Achievement%. Select
the "go” button. Select the 'Quick Select’ icon next to your selection.
Search By Award Name v Go
Results
Select Quick Select Award Name Code
No search conducted.
Cancel Select

To obtain a quick list of information available, select the ‘Go’ button. Once the list displays,
select the “Quick Select’ icon next to your selection. To view more information, select the

link (Figure 114). Another search option is to use the wildcard (%) to conduct partial
searches on long lists/tables such as %Cert% or %Nurse%.

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the *Select’ column and then selecting the ‘Select’ button.
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Search
Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Award% or %Achievementd. Select the "go" button. Select
the 'Quick Select’ icon next to your selection.
Search By Award Name ~ ﬂ 4—
Results
9 Previous 1-25 v | Next 25 (i
Select Quick &I?/Award Name Code
(@] : AF Accounting & Finance Civ of ¥r 1D
: AF Acquisition Costing Civ of the Year 5U
24 AF Association Honor Citation 26
24 AF Author of the Year 5%
3 AF Civilian Achievement Award 98
3 AF Civilian Award for Valor Vi
i AF Contrb to Fin Mgmt & Compt v2
3 AF Design Excellence Awd V3
3 AF Distinguished EEO Awd of Yr V4
3 AF Eviron Awd for Individ Excellence 2w
3 AF Fin Mgmt & Compt of Yr A%
> AF Financial Analysis Civ of the Year 1w

Figure 114

The selected information populates into the appropriate data field (Figure 115).

Add Awards Infermation
* |ndicates required field
* Date Award Earned  08-Apr-2009 @

= Sfovard Type  AF Accounting & Finance Civ of YT

= Awvard Agency Agency for International Development

Figure 115

i Cancel : . . :
Select M or 4to either submit or cancel your award information.

Before the award information is updated into the system, an “Electronic Signature’ must be
completed. To electronically sign and verify award information, select the *Process Transaction’
button (Figure 116).

N Navigator v B Favorites w ICE MyBiz ICE PAAV3 FAQ Home Logout Help

*** ELECTRONIC SIGNATURE ***

WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishable by a fine of not more than $10,000 or
imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and including removal from Federal
employment.

By dlicking the 'Process Transaction® button, T understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

1 acknowledge and wish to PROCESS THIS TRANSACTION.

Cancel Transaction 1do not acknowledge and wish to STOP this transaction.

ICE MyBiz ICE PAAV3 FAQ Home Logout Help

Figure 116
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Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 117) displays
allowing you to print your award information. Select the ‘Continue Updating Your
Information’ link to continue adding award information. If you select ‘Cancel Transaction’, you
will be returned to main page of Awards and Bonuses Tab.

Self Service Awards(NoN M ry) Confirmation Notice
Confirmation
Congratulations . your Award has been updated as of 29-Sep-2011 15:09:33 CDT.
1. DATE AWARD EARNED 08-Apr-2011
2. AWARD TYPE AF Accounting & Finance Civ of Yr
3. AWARD AGENCY Department of Defense

To Print this page for your records, click on the print button below.

Print Confirmation

What do you want to do now?

Continue Updating Your Information
View Your My Biz Account

Figure 117

You also have a “Print Awards Information Report.

Awards and Bonuses

Select Object: | Delete | | | Add Previous 1-10 = Next10 ®

Select|Award Update Source Date Award Earned \Award Type \/Amount or Hours  |Award Percentage Award Agency

O Self Certified 08-Apr-2011 AF Accounting & Finance Civ of Yr Department of Defense

Verified 22-Sep-2010 Spedial Act or Service Award $3000 Department of the Army
Verified 20-Jul-2010 Superior Civilian Service Awd Department of the Army
Verified 03-Jan-2010 NSPS Performance Bonus $2592 Department of the Army
Verified 03-Jan-2010 NSPS Performance Increase $3889 Department of the Army
Verified 11-Sep-2009 Spedial Act or Service Award $2500 Department of the Army
Verified 04-Jan-2009 NSPS Performance Bonus $2260 Department of the Army
Verified 04-Jan-2009 NSPS Performance Increase $9040 Department of the Army
Verified 27-0ct-2008 Spedial Act or Service Award $3000 Department of the Army
Verified 06-Jan-2008 NSPS Performance Bonus $1858 Department of the Army

Select Object: | Delete | | | Add Previous 1-10 = Next10 ®

“TIP To Print Awards Information, select the button below

Print Awards Information Report | :

Figure 118

Once you select ‘Print Awards Information Report’ (Figure 118), you will receive a File
Download prompt (Figure 119) with the options of opening and printing the file, or saving it to
your personal computer.

File Download PS

Do you want to open or save this file?

Ei: Mame: FedAwd.pdf
(S| Type: Adobe Acrobat Document

From: warlock.dcpds.cpms.osd.mil

Open ][ Save ][ Cancel ]

| | While files from the Intemet can be useful, some files can potentialy
d harm your computer.  you do not trust the source, do not open or
= save this file. What's the risk?

Figure 119
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If you open for print, you will receive a report published in Adobe Reader (*.pdf’) (Figure 120).

If the first screen is not the only page, you will be able to select the down arrow A 4 to obtain the

succeeding pages

0e:

sl O® (s EEH O R |

Comme

Complete Award History for 03-0CT-2011
Date Award Earned Award Type Amount or Hours Award % Award Agency
122-SEP-2010 Special Act or Service Award 3000 Department of the Army
120-JUL-2010 Superior Civilian Service Awd Department of the Army
03-JAN-2010 NSPS Performance Bonus 2592 Department of the Army
03-JAN-2010 NSPS Performance Increase 3889 Department of the Army
11-SEP-2009 Special Act or Service Award 2500 Department of the Army
I04-JAN-2009 NSPS Performance Increase 9040 Department of the Army
04-JAN-2009 NSPS Performance Bonus 2260 Department of the Army

Figure 120

Should you choose the save option in Figure 119, you will be prompted to select the location for

the file (Figure 121).

— -

[r—

- G T 5 [~

2

Fedwd]1]

Music
Library

- Save

L] Save A —_—_—
Savein. [ Libraries
= = o t
i ocuments
i by Library
Recent Places =" .
| Pictures
: ! “'“ﬁ._/ Library
| Desktop
|| =
l | Libraries
LY
Computer
=
w
Network
File name:
: Save as bype

[ Adobe PDF Files (pdf)

v] I Cancel ]-
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Deleting Awards I nformation. Should you choose to delete a self-certified entry, select the radio
button for the appropriate Award then select the Delete | button (Figure 122).

Select Object: | | Add S Previous 1-10  + Next10 @
Select|Award UPTIE SO Ce Date Award Earned  |Award Type /Amount or Hours  |Award Percentage  |Award Agency
@  Self Certified 08-Apr-2011 AF Accounting & Finance Civ of ¥r Department of Defense

Verified 22-Sep-2010 Spedial Act or Service Award $3000 Department of the Army
Verified 20-Jul-2010 ‘Superior Civilian Service Awd Department of the Army
Verified 03-Jan-2010 NSPS Performance Bonus $2592 Department of the Army
Verified 03-Jan-2010 NSPS Performance Increase $3889 Department of the Army
Verified 11-Sep-2009 Spedial Act or Service Award $2500 Department of the Army
Verified 04-Jan-2009 NSPS Performance Bonus $2260 Department of the Army
Verified 04-Jan-2009 NSPS Performance Increase $9040 Department of the Army
Verified 27-0ct-2008 Spedial Act or Service Award $3000 Department of the Army
Verified 06-Jan-2008 NSPS Performance Bonus $1858 Department of the Army

Select Object: | Delete | | | Add Previous 1-10 v Next10 @

¥TIP  To Print Awards Information, select the button below

Print Awards Information Report |

Figure 122

You will receive a warning prompting another decision (Figure 123). If you select ‘“No’, you
will be returned to the Awards Information view.

‘s Warning
Award will be permanently deleted from your record. Do you want to Continue?

Figure 123

If you select “Yes’, you will receive a confirmation notice for the deletion (Figure 124).

Self Service Awards(NoN Monetary) Confirmation Notice

Confirmation

Congratulations

1. DATE AWARD EARNED
2. AWARD TYPE
3. AWARD AGENCY

What do you want to do now?

Continue Updating Your Information
View Your My Biz Account

To Print this page for your records, click on the print button below.

Print Confirmation

, your Award has been deleted as of 29-Sep-2011 15:41:29 CDT.

08-Apr-2011
AF Accounting & Finance Civ of Yr
Department of Defense

Updating My Information
—

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division

Figure 124

Module 1, Chap 3 Page 62



March 2012

Self Service‘My BizZ
Module 1, Chapter 4
Employment Verification

Introduction eyt Service provides APF and NAF employees the valuable

functionality to request and send Employment Information to a
‘recipient’ (Lender, Bank, etc) directly from the data source, DCPDS.
The information consists of employment only or employment and
salary information. This functionality allows preview on screen, and is
secure with a password protected attachment when sent via email. The
recipient and employee both receive the password protected
attachment, and only the employee receives the password under
separate cover. The employee must provide the password to the
recipient. There is no limit as to how many verifications an employee
can submit. The following pages depict step by step guidance of this
enhanced functionality.

Contents
Topic Page

Accessing Employment Verification 2
Employment Verification 3
Employment Verification Acknowledge and Submit 4
Preview Screens for APF and NAF 6
Warning Screen 8
Confirmation Screen 8
Example Screen Shots 9
APF and NAF Employment Verification Documents 12
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Accessing Employment Verification

Log into Self Service, My Biz and from the navigator screen, select Employment
Verification. This function allows employees to select and send their employment or
salary information via email to an external recipient.

Note: All screens are the same for APF and NAF except for the Employment and Salary
Information selection. NAF salary information provides for Average Hours Per Pay
Period and Base Pay as opposed to APF providing Total Pay and Total YTD.

= Department of Defense

B2 Favorites v ICE MyBiz ICEPAAV3I FAQ Logout Help

Favorites
Navigator Personalize
. After using your browser to access DCPDS, close all of your
Biz .
By ""Y Biz browser windows and restart a new browser session.
E My Information Sometimes the browser can hold that information in
[El update My Information memory (e.g. cache, etc) and some web sites know where
E| Employment Verification to look to find it. For more information Click here
= Pperformance Appraisal Application (PA4)
My Biz - Disability Code Information
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense My Workplace - Telework Information

Civilian Personnel Data System (DCPDS) to allow DoD personnel access to and management of their personal personnel records.

The DoD MyBiz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The

DoD MyBiz tool has no assaciation with any private or other enterprise using "MyBiz" in whole or in part as a title or logo." CPMS does not maintain Federal Long Term Care Insurance
and Flexible Spending Account Programs.

Figurel

Privacy Act Statement
Before you can ‘view, add and/or update’ any personal information, you must accept the
‘Privacy Act Statement’.

Privacy Act Stat

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974. For
questions regarding your personal information please contact your local Human Resources Office.

Authorities: 5 USC 301; Title 5, USC Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; 5 USC 7201; 10
USC 136; 29 CFR 1614.601; and E.0.9397.

Principal Purposes: To allow civilian employees in the Department of Defense (DoD) to update personal information.

Routine Uses: None. The DoD 'Blanket Routine Uses' set forth at the beginning of OSD's compilation of systems of records notices
apply to this system.

Disclosure: Voluntary. However, failure to provide or update your information may require manual HR processing or the absence of

some information. \
I ACCEPT I DECLINE |

Figure 2
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Employment Verification Page

There are three sections on the Employment Verification page;

1. Employee Information; provides important ‘need to know’ about the email
requirements for this functionality

2. Select Information to Send; select either Employment Information or Employment
and Salary Information. Definitions of each are in the box on the right labeled
Related Information.

3. Recipient Information; the TO ‘recipient’ is used for the external email address of
the bank or lender, etc. My Email is the employee email address where the
password will be sent.

The Note below My Email explains the email process in detail.

Employment Verification !

Continue

Employee Name
Employee Number
Employment Verification releases employment information and, optionally, salary information to an external organization or person, also known as "Recipient”.

Important!
Prior to completing the Employment Verification request, ensure a valid e-mail address is listed in the "My Email" field below. The password will be e-mailed to you at this address. If your e-mail address is blank or
incorrect, enter or ovenwrite the e-mail displayed. You can also update your work e-mail under My Biz>Update My Information>Profile Tab>Work E-mail Address.

» Select ion to Send

Select either Employment Information or Employment and Salary Information
Related Information

@ Employment Information Employment Information: Releases personal, assignment and period of service details.

~ Employment and Salary Information Employment and Salary Information: Releases personal, assignment, period of service and salary

details.

ion

*To
user@host.domain
= My Email
user@host.domsin
Note:Your password-protected employment verification document will be sent to the recipient identified in the "To" line. A second e-mail, containing the password, will
—’ be sent to you based on the e-mail address you identified in the "My Email" field. For your protection, the e-mail containing the password will not be sent to the
individual identified in the "To" line. It is your responsibility to share the password with the intended recipient.

—’ Cancel Continue

Figure3 \

Select continue at the bottom right to preview the employment information and to move
on to Acknowledge and Submit.

If cancel is selected, the request is aborted in its entirety and the navigator screen will
display again (Figure.1).
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T

]

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division



March 2012

Employment Verification — Acknowledge and Submit

There are three sections to the Employment Verification - Acknowledge and Submit page
and four options;
1. Employee Information; identifies the employee by name and number
2. Recipient Information; shows the email addresses entered from the previous page,
the Reference Number of the transaction and an information disclaimer.
3. Preview; Displays the employment information or salary information as selected
from the previous page.

———

Employment Verification - Acknowledge and Submit

Print Receipt Cancel ‘ Back Acknowledge and Submit

Employee Name
Employee Number

To
My Email
Reference Number 281757_20120402125325

By selecting the "ACKNOWLEDGE and SUBMIT” button, I understand and acknowledge that Iam sending my employment or employment and salary information to the email addressee via the
internet.

»| | E
»
— Recipient Information
—_— Preview

Information Current as of
Employer
Headquarters Address

Duty Station
Social Security Number (last 4-digits only)

02-Apr-2012
Defense Logistics Agency

DEFENSE SUPPLY CENTER COLUMBUS

COMMANDER
SMALL BUSINESS OFFICE CA DU

WHITEHALL / FRANKLIN / OHIO

Active

Employment Status

Most Recent Start Date
Original Hire Date

Total Time With Employer
Job Title

Rate Of Pay

Average Hours Per Pay Period
Total Pay

Total Pay ¥TD

31-0ct-2005

31-0ct-2005

6 years 5 months 2 days
PROCUREMENT TECHNICIAN
Annually

80

5$42,987.00

$40,187.98

Note: For further information, contact your Human Resources Office (HRO).

By selecting 'Cancel', Employment Verification email will not be sent to the recipients.

Print Receipt Cancel ‘ Back Acknowledge and Submit ‘

—

Figure4
Four Options:

1. The Print Receipt button; (a new feature as of 11 March 2012) allows employees
to print or save a PDF copy (see Figure 5 below) of their employment verification
information by selecting the print receipt button as indicated above and displayed
on the next page

2. Cancd; if selected, the request is aborted in its entirety and the navigator screen

will display again (Figure 1)
Back; this button will take you to the previous page, Figure 3
Acknowledge and Submit; select to continue on with the request

w
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The PDF copy the employee prints or saves is exactly the same as what the Recipient will
receive, minus the email address on the “emailed to” line. See Figure 11 and 12.

oo T

Do you want to open or save this file?

A MName: EmployeeVerification.pdf

Type: Adobe Acrobat Document, 29.1KB

From: warlock.depds.cpms.osd.mil

Open ] l Save ] [ Cancel

While files from the Internet can be useful, some files can potentially harm
your computer. If you do nottrustthe source, do not open or save this file.
What's the risk?

Figure5
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Preview Screens for APF and NAF:

Figures 6 and 7 below display the Preview screen for APF and NAF Employment
Information with Salary respectively.

APF:

Employment Verification - Acknowledge and Submit

Print Receipt Cancel ‘ Back Acknowledge and Submit

Employee Information
Employee Name
Employee Number

Recipient Information
To
My Email

Reference Number 281757_20120402125325

By selecting the "ACKNOWLEDGE and SUBMIT” button, I understand and acknowledge that Iam sending my employment or employment and salary information to the email addressee via the
internet.

Preview

Information Current as of 02-Apr-2012
Employer Defense Logistics Agency
Headquarters Address DEFENSE SUPPLY CENTER COLUMBUS
COMMANDER
SMALL BUSINESS OFFICE CA DU

Duty Station WHITEHALL / FRANKLIN / OHIO
Social Security Number (last 4-digits only)
Employment Status  Active
Most Recent Start Date  31-Oct-2005
Original Hire Date  31-Oct-2005
Total Time With Employer 6 years 5 months 2 days
Job Title PROCUREMENT TECHNICIAN
Rate Of Pay Annually
Average Hours Per Pay Period 80
Total Pay $42,987.00
: Total Pay ¥TD $40,187.98

Note: For further information, contact your Human Resources Office (HRO).

By selecting 'Cancel', Employment Verification email will not be sent to the recipients.

Print Receipt Cancel Back Acknowledge and Submit

Figure 6
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Employment Verification - Acknowledge and Submit

Cancel ‘ Back Acknowledge and Submit

Print Receipt
Employee Information
Employee Name
Employee Number
Redipient Information
To
My Email

Reference Number 306541_20120402122900

By selecting the 'ACKNOWLEDGE and SUBMIT' button, T understand and acknowledge that T am sending my employment or employment and salary information to the email addressee via the

internet.

Information Current as of
Employer
Headquarters Address

02-Apr-2012

U.S. Army Installation Management Command
MORALE WELFARE RECREATION FUND
GYM-PHYSICAL FITHESS/ AQUATIC TRAINING

Duty Station
Social Security Number (last 4-digits only)
Employment Status
Most Recent Start Date
Original Hire Date
Total Time With Employer 5 years 9 months 9 days

Job Title RECREATION ASSISTANT (FACILITIES OPERATOR)

Rate Of Pay Hourly

—eeeeeeeeefp Aiverage Hours Per Pay Period - at least 80

Base Pay $13.17

FORT BRAGG / CUMBERLAND / NORTH CAROLINA
8096

Active

24-Jun-2006

24-Jun-2006

Note: For further information, contact your Human Resources Office (HRO).

By selecting 'Cancel', Employment Verification email will not be sent to the recipients.

Print Receipt

Cancel ‘ Back Acknowledge and Submit |

Figure7

™~

Note: NAF salary information provides for Average Hours Per Pay Period and Base Pay

as opposed to APF Total Pay and Total YTD.

The PDF copy the employee prints or saves is exactly the same as what the Recipient will
receive, minus the email address on the “emailed to” line. See Figure 11 and 12.

After printing or saving a copy, select Acknowledge and Submit (Figure 6 or 7), and read
the Warning statement to ensure the email addresses are correct. Select No or Yes.
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Warning Screen

B2 Fayorites ¥ ICE MyBiz ICE PAAV3 FAQ Home Logout

Disclaimer: It is your responsibility to ensure the recipients listed receive your Employment Verification.

By selecting "Yes" your Employment Verification will be sent in a p: p PDF to A second email containing the computer generated
password will be sent to you at I:I You are responsible for providing the password to the intended recipient so the document can be viewed.

ICE MyBiz ICE PAAV3 FAQ Home Logout
Privacy Statement

Figure8

Selecting No will return the user back to the Acknowledge and Submit screen.
Selecting Yes will confirm the request.

Confirmation Screen

Department of Defense

n Navigator v B Favorites v ICE MyBiz ICE PAAV3 FAQ Home

[l Confirmation
An e-mail containing employment verification has been sent to

Depending on email traffic at your location, delivery of the Employment Verification emails should be within 15 minutes. Please keep in mind if your email box is full, you will not receive the email. If you did not

receive the email notification within 15 minutes and your email box is not over the size limit, submit once more. If that is still unsuccessful, please contact your Component's Help Desk - the Contact list is available on
the DCPDS Portal Page.

Return To Home

ICE MyBiz ICE PAAV3 FAQ Home Logout

cy Statement

Figure9
The request is complete.

Updating My Information Module 1, Chap 4 Page 8

DCPAS

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division



March 2012

Example Screen Shots:

1. Employment Verification Inbox Email:

=1 1) HR Employmen... Employment Verification for [ | Men 4/2/2012 1:05 PM 46 KB
21 HR Employmen... Employment Verification 281757_20120402130444 Mon 4/2/2012 1:05 PM 18 KB

Figure 10

2. Employee Email - Employment Verification Password

Message @
LI . =] b 33 Find
i i e g — &, safe Lists - - ¥
A8 X a9 = &= =" b4
2 Related - ~
Reply Reply Forward | Delete Moveto Create Other Block [ ot Junk Categorize Follow Mark as Save
to All Folder ~ Rule Actions - | Sender = Up - Unread || & Select~
Respond Actions Junk E-mail El Options il Find Hummingbird DM
Extra line breaks in this message were removed.
This message was converted to plain text.
|
From: HR Employment Verification System [mybiz_myworkplace@dcpds.cpms.osd. mil] Sent:  Mon 4/2/2012 1:05 PM
To:
Cc:
Subject: Employment Verification 281757 _20120402130444

Document password: B29F7E35F /

This e-mail contains the password for the e-mail attachment sent to | ]
[ ] It is your responsibility to provide this password to the
recipient.

[» 1

This is a system generated email; please do not reply to this message.

Figure 1l
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3. Recipient Email with password-protected attachment:

- Employment Verificationfor [ |Message (Plain Text).

1]

Message @
- a - ¢ ) - Find
% % x 3 = ﬁ % &, safe Lists - H Y i “J:I &4 Fin %
2 Related -
Reply Reply Forward | Delete Moveto Create Other Block [ Mot Junk Categorize Follow Mark as Save
to All Folder = Rule Actions = | Sender - Up~ Unread | & Select~
Respond Actions Junk E-mail El Options E Find Humminghbird DM

This message was converted to plain text.

From: HR Employment Verification System [mybiz_myworkplace@dcpds.cpms.osd.mil] Sent: Mon 4/2/2012 1:05 PM
To: | ]
Subjech Employment Verification for [

I Message | "X Employeeverification.pdf (29 KE)

document.
The employee will provide you with the password.

Reference Number for this verification is 281757 _20120402138444.

This is a system generated e-mail; please do not reply to this message.

The Employment Verification for | ]is attached in a password-protected (

Figure 12

4. Recipient Email — opening employment verification attachment:

c:.:,} m - Employment Verificationfor[ | Message (Plain Text).

Message @
Q QG Mmoo j Q & s E ¥ | # Find
% % x 5 = s Safe Lists ~ Y v
= 2 Related -
Reply Reply Forward | Delete Moveto Create Other Block [ Mot Junk Categorize Follow Mark as Save
to All Folder -~ Rule Actions ~ || Sender - Up~ Unread | & Select
Respond Actions Junk E-mail = Options e Find Hummingbird DM
File name: EmployeeVerification.pdf
Size: 29 KB

Last changed: Monday, April 02, 2012

=1 Message | “2 EmployeeVerification.pdf (29 KB}E

& You should only preview files from a trustworthy source.

Previewing the file might not show the full content of the file. To see the most complete, up-to-date content, open the file.

Preview file

Always warn before previewing this type of file.

Figure 13
Select Preview File.
Updating My Information Module 1, Chap 4 Page
10 -
Defense Civilian Pert)% Advisory Service (DCPAS)

Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division




March 2012

Password protected document.

y_k ‘EmployeeVerification (2)..." is protected. Please enter a Document Open Password.

EEEREEERE

Enter Password:

Figure14

Remember: The password is sent to the employee in an email and the employee provides
the password to the recipient.
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APF Employment Verification document the Recipient receives:

Employment Verification

This document contains personally identifiable information. As the recipient of this information, you are
responsible and legally accountable for safeguarding this product in accordance with any applicable
national, state or provincial, or local lavws that pertain to the protection of personally identifiing
information at your location.

Employment and Salary Information
Dear Sir or Madam,

The following information is provided in response to your request for an Employment and
Income Verification; Reference Number: 281757_20120402130444.

Employee Name: | ]

Information Current as of: 02-Apr-2012

Employer: Defense Logistics Agency
Headquarters Address:
DEFENSE SUPPLY CENTER COLUMBUS
COMMANDER
SMALL BUSINESS OFFICE CADU
Duty Station: WHITEHALL / FRANKLIN / OHIO

Social Security Number (last 4-digits only): [ ]

Employment Status: Active

Most Recent Start Date: 31-Oct-2005

Original Hire Date: 31-Oct-2005

Total Time With Employer: 6 years 3 months 2 days

Job Title: PROCUREMENT TECHNICIAN

Rate of Pay: Annually

Average hours Per Pay Period: 80
Total Pay: $42.987.00

Total Pay YTD: $40,187.98

Emailed To: [

Figure 15
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Employment Verification

This document contains personally identifiable information. As the recipient of this information, you are
responsible and legally accountable for safeguarding this product in accordance with any applicable
national, state or provincial, or local laws that pertain fo the protection of personally identifiing
information at your location.

Employment and Salary Information

Dear Sir or Madam,

The following mnformation 15 provided in response to your request for an Emplovment and
Income Vernfication; Reference Number: 306541_20111216150028.

Employvee Name: |

Information Current as of: 16-Dec-2011

Emplover: US. Army Installation Management Command
Headquarters Address:

MORALE WELFARE RECREATION FUND

GYM-PHYSICAL FITNESS/AQUATIC TRAINING
Duty Station: FORT BRAGG / CUMBERLAND / NORTH CAROLINA

Social Security Number (last 4-digits only): I:I

Emplovment Status: Active

Most Recent Start Date: 24-Jun-2006

Original Hire Date: 24-Jun-2006

Total Time With Emplover: 5 years 5 months 22 days

Job Title: RECREATION ASSISTANT (FACILITIES OPERATOR)
Rate of Pay: Hourly

Average hours Per Pay Period: at least 80
Base Pay: $13.17

Emailed To: | |

Figure 16
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Self Service My Workplace
Module 4, Chapter 2
Accessing My Employee I nformation

Introduction The Manager ‘My Workplace’ module provides managers with the ability to

view their employee(s) employment-related information. The following
pages provide a brief overview of the ‘My Workplace, My Employee
Information’ functionality.

Contents

Topic Page

N

Accessing ‘My Workplace’

General Information

Show/Hide Information

Information Tabs

Appointment Tab Information

Position Tab Information

Personal Tab Information

Salary Tab Information

Awards and Bonuses Tab Information

Performance Tab Information

O [0 [0 |N | (oo O[> [W

Personnel Actions Tab Information

Accessing My Employee Information Module 4, My Workplace 1
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Accessing ‘My Workplace

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select

‘My Workplace’, =l My Emplovee Information  function to view your employees’
information.

o I@ Oracle Applications Horne Page l }

Department of Defense

Fa

Mavigator

O My Biz My Workplace

1 My Workplace = performance Appraizal Ag[flica;m EAA \
= I

Iy Ernployes Infor mation
El tindate b Infarmatinn

Figurel

The screen displays all employees that are supervised by the top level manager. In this
example, the 1*' Level Supervisor supervises the employees listed below her name. To
view information related to an employee, select the employee name.

My Employee Information

‘igw Print all Employee Emergency Contact ]

“iew Joint Duty Assignment |

Appointment | Position | Personal | Salary | Awards and Bonuses | Performance | Personnel Actions || Suspenses

Grade/Pay Assignment Assignment  Assi
St Focus Name Pnzition Organization Band Job Status Start Date End |
1% Level B
. 1% Level Supv
Supervisor
DOONAONNL NS TRUCTOR.5 13540 HGAR. AGR REGICMAL THG SITE  MC-47 Active 01-1u-2010
Ernpl Name MATNT - MK Asgignrment
MGARWTXTAL 01
DOO0AONN. NS TRUCTORANRITER 513551, NGAR, AGR REGIOMAL THIG SITE  MC-47 Artive 20-Mar-2010
Empl Narme MAINT - MK Asgignrment
MGARWTXTAL 0L
D000 NS TRUCTOR 5 13548, HGAR. AGR REGICMAL THG SITE  MC-47 Active 20-ALg-2007
EmPI Name MAINT - MM Assignment
MGARWTXTAL 01
DOONAONN. NS TRUCTOR ANRITER S05 153 MGAR, 4GR REGIONAL THIS SITE  MC-47 Artive 20-Mar-2010
Empl Name MAINT - I Assignment
NGARWTXTAL 01
00000000 IMNSTRUCTOR, 505131 HGAR. AGR REGIOMAL THG SITE  MC-47 Activg 15-Dec-2004
Empl Name MATNT - MK Assignment
NGARWTXTAL 01
00000000, PERSOMMEL MCO, S02796.MGAR. AGR. REGIOMAL THG SITE  MC-47 Activg 01-u-2007
EmPI Name MAINT - MM Assignment
NGARWTXTAL 01
Eranl N 00000000 INSTRUCTOR, 505122, HGAR. AGR REGIOMAL THG SITE  MC-47 Activg 29-ALg-2007
mpl Name MAINT - MM Assignment
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Accessing ‘My Employee Information’ — General Information

The GENERAL INFO header not only displays the employee’s current position but in
addition, allows you to view/print employees’ and subordinate supervisor’s employees’
emergency contact information’. This information is accessible from any tab selected.
Select the View Emergency Contact Info and View Joint Duty Assignment Info links, to
view available information.

4 Department of Defense

\ Navigato 5 Vi FAQ Home Logaut

My Employee Information =
GEMERAL INFO: The information is current as of today's date,
Qrganization Job

Position Grade/Pay Band
Total Pay Step or Rate
Email Address Office Symbol
Wiew Emergency Contact In
Wiew Jaint Duty Assigniment In
Figure3

Make the appropriate selection when the “File Download” window appears. For this
example, the ‘Open’ button was selected.

File download E
Do you want to open or zave thig file?
ﬁ Mame: EmergencylContact pdf
o Type: Adobe Acrobat Docurment
From:  bart dopds.cpmz. oed. mil
[ Open ] [ Save ] [ Cancel

harm your computer. If you do not trust the source, da not open or

@ ‘wihile files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

Figure4
After selecting the *‘Open’ button, the *Emergency Contact: Receipt’ file displays with

your employees’ and your subordinate supervisor’s employees’ emergency contact
information.

Accessing My Employee Information Module 4, My Workplace 3
—
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Emergency Contact: Receipt
Contact Information

Manager Name: Supervisor Last Name, First Name

"For Official Use Only - Privacy Act Sensitive Information "

Employee Name |Employee 1

FRAOOE0ON

FRAOOE0ON

SOOI OO0

STREET #, NAME, CITY, STATE, ZIP, COUNTRY

MNamegemail.com

Contact#1

Yes

First

Last

R

Physical Address

[## Street Name

City

Country

"Notice: FOR OFFICIAL USE ONLY - this transmission contains material covered by the
Privacy Act of 1974 and should be viewed only by personnel having an official "need to
know". If you are not the intended recipient, be aware that any disclosure, copying,
distribution or use of the content of this information is prohibited. If you have received this
communication in error, please notify me immediately by email and delete the original
message."

Figure5
Show/Hide I nformation

Show

A “Show” link displays when additional information is available. Select

HISA24 15 open the folder and view the additional data.

Appointment | Position | Personal @ Salary | Awards and Bonuses | Performance | Personnel Actions

\ Details Effective Date |Grade/ Pay Band Step or Rate
Shiow 01-Jul-2010 MC-47
Figure6
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Hide
Once you finish viewing the information, select =

to close the folder.

Details Effective Date ‘Grade/ Pay Band ‘Step or Rate ‘]uh
F 01-Juk-2010 MC-47 AGR

Employment ulz Part-Time Haurs Biweekly
Fay Rate Determinant WG Due Date

Figure?7

Information Tabs - The following is a list of tabs with associated information.

Appointment Tab contains your employee’s current appointment information.

Position | Personal | Salary = Awards and Bonuses | Performance | Personnel Actions

Details Effective Date |Gradefpay Band Step or Rate Job
S Hide 01-Jul-2010 MiC-47 AGR
York Scheduls Part-Tirne Hours Biweekly

Pay Fate Determinant WGT Due Date

WGT Pay Date Last Equivalent Increase

Key Emergency Essential Empl Terure
Annuitant Indicator @ Date Arrived Personnel Office
Assignment MTE Start Date = Assignment MTE Date
Leave Without Pay Start Date Leave Without Pay End Date
Sabbatical Start Date Sabbatical End Date

Email Address

Retained Grade Details
Date From Date To Retained Grade Retained Step or Rate Retained Pay Plan Retained Pay Table ID Retained Pay Basis Temporary Promoti

Mo results found.

Figure8
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Position Tab contains your employee’s position information.

Appuintmeersunal Salary | Awards and Bonuses | Performance | Personnel Actions

Effective Grade/Pay Target Offic
Details Date Position Organization Band Job Grade Sym
H 1-Jul-2010

Supervisory Status
Part-Tirne Hours Biweekly
FLS& Category

Pay Table ID
Security Access
Payrall Office ID

Position Occupied

Crug Test

Key Ernergency Essential
LED Position Indicator

Language Details
Language Identifier
Mo results found,

Proficiency Level

Reading Proficiency

Work Schedule

Pay Basis

Bargaining Unit Status
Position Sensitivity
PRP/SCI

Supervisary Diff Elgibility
Language Required

Training Prograrm ID

Intzlligence Position Ind

Speaking Proficiency Listening Proficiency

Figure9

Personal Tab contains your employee’s specific personal information.

Appointment | Position alarv Awrards and Bonuses | Performance | Personnel Actions

D

ils Effective Date

Writing Proficie

Wiewy Joint Dut

ide 01-1ul-2010

SCD Leave

Asgency Code Transfer From
Yeterans Preference for RIF
Appointment Type

Current Appointrnent Authority (13
Previous Retirement Coverage
SCD RIF

SiCD Special Retirement
Military Recall Status

LUniform Service Cormponert
Retirerment Grade

Exception Retirernent Pay Ind
Frozen Service

Date Conversion Career Due
Date Recmd Conversion Due
Date Prob/Trial Period Beging

Service Obligation
Service Obligation

Accessing My Employee Information

DCPAS

Date Last Promotion

Waterans Preference

Yeterans Status

Feserve Category

Current Appointrment Authority (20
SO Civilian

SCD Retirement

SCD SES

Date Retired Uniform Service
Unifarm Service Designation
Mlilitary Retirerment Waiver Ind
Creditable Military Service
Date Conversion Career Begins
Date Recrmd Conversion Begins
Date VREA Conwversion Due
Diate Prob/Trial Period Ends

Start Date

Figure 10
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In addition, you can View Employee Education Information, View Employee Training
Information, View Certifications/Licenses Information, and Update/View Tele-work
Eligibility Information.

Service Dbligation
Service Obligation Start Date End Date

Mo results found.

Education Information iew Employee Education Infor
Training Information Yiew Employes Tt
Certifications/License Information Wiew Certifications/ icenses Infor)
Telework Eligibility Information UpdateView Telework Eligihility Infior

Figurell

Salary Tab contains your employee’s pay-related information.

Department of Defense

My Employee Infarmation =
GEMERAL INFO: The information is current as of today's date,

Organization ok

Position Grade/Fay Band

Total Pay Step or Rate

Email Address Office Symbol
Wiew Emerge
Wigwr Joint Dty

Appointment | Position | Persol @ wards and Bonuses | Performance | Personnel Actions

Details Effective Date Basic Pay  Locality Pay Adjusted Basic Pay Other Pay  TotalPay  Locality Percentac

Supplemental Earnings -
(Select 3 supplementsl esrning For the list)

Figure 12
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Awards and Bonuses Tab displays your employee’s award and bonus information.

Department of Defense

My Employee Information =
GENERAL INFO: The information is current a5 of today's date,

Qrganization
Position

Total Pay
Ermnail Address

Appointment | Position || Personal || Salary

Award and Bonuses Information

Bonus Details
Assignment Number
Mo results found.

Bonus Type

Performance

Bonus Amount

March 2012

Job
Grade/Fay Band
Step or Rate
Office Syrrbol
e Ermergent
Wiew Joint Duty &:

Personnel Actions

Expiration Date

Figure 13

Home Logout Help

Performance Tab displays your employee’s performance appraisal information.

Department of Defense

My Employee Information =
GEMNERAL INFO: The information is current as of today's date.
Organization
Position
Total Pay
Email Address

Appointment | Position | Personal | Salary = Awards and Bonusgs

Rating of Record

Details Appraisal Type
Mo results found,

ICE

igure 14

Accessing My Employee Information

DCPAS

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division

Job
Grade/Pay Band
Step or Rate
Office Symbal
Wiew Ermi
Wiew Joint C

Pgrsonnel Actions

Date Effective

Logout Help
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Personnel Actions Tab displays your employee’s personnel action information.

Department of Defense

B2 Favorites ¥

My Ermployee Information =
GEMERAL INFO: The information is current as of today's date,

Qrganization Job

Position Grade/Pay Band

Total Pay Step or Rate

Ernail Address Office Syrbial
“Wiew Emerge
Wiew Joint Duty

Appointment | Position || Personal | Salary || Awards and Bonuses | Performag€® | Personnel Actions

Select Effective Date First NOA  First NDA Description Second NOA Second NDA Description Update HR Con

Mo results found,

FAQ Home Logout Help

Figure 15
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Location in Self Service
Self Service Data Element Description of data element.
A description of the organization to which the
Header Organization employee is assigned.
The name of the position that the employee is
Header Position assigned to.
The amount of “adjusted basic pay” plus any
AUO, availability pay, retention allowance, or
supervisory differential after taking into account
Header Total Salary all pay caps that may be applicable.
Header EMAIL Address Employee work email address.
Header Job Title The actual descriptive title of the position.
Grade indicates the specific grade or level of the
Header Grade position.
The specific step, which is and incremental rate
of salary within a grade, level, class, rank, or pay
band. For Nonappropriated Fund employees:
Applies only to NAF FWS positions. Describes
Header Step or Rate the pay intervals within the grade of the position.
If applicable, this symbol identifies the specific
Header Office Symbol office of the employee.

Appointment

Detail Effective Date

Effective Date Detail Begins.

Appointment

Work Schedule

The most common are: FULL-TIME - A basic
workweek for most full-time employees is
normally 40 hours of scheduled work extending
over no more than six of seven consecutive days.
There are variations to the 40 hour workweek for
employees whose tours cannot be regularly
scheduled or involve standby time. Some
organizations provide their employees with the
option of flexible or compressed work schedules
as well; PART-TIME - A part-time tour of duty
means regularly scheduled work from 16 to 32
hours per week; INTERMITTENT - An
intermittent work schedule requires employees to
work on an irregular basis for which there is no
prearranged tour of duty.

Appointment

Part-Time Hours Biweekly

Number of part time hours scheduled to work in a
two week period.

1of12
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Appointment

Pay Rate Determinant

The special regulatory factors, if any that have
been included in the determination of the
employee’s basic salary, i.e., more common
codes such as 0-Regular Rate; 6-Special Rate; A-
Retained Grade; K-Retained Pay.

Appointment

WGI Due Date

Date With in grade is due.

Appointment

WGI Pay Date

Date With in grade is paid.

Appointment

Last Equivalent Increase

Date of last equivalent increase. Not applicable to
NSPS covered employees.

Appointment

Key Emergency Essential Empl

Key Employee: Incumbent of a CONUS position
that cannot be vacated during war or national
emergency without seriously impairing the
mission; such employees have unique or scarce
managerial or technical skills required by the
wartime mission. Emergency-Essential (E-E)
Employee: Incumbent of an overseas position or
who would be sent overseas during a crisis
situation; position ensures success of combat
operations or supports essential combat systems
after a mobilization.

Appointment

Tenure

The retention group in which an employee is
placed based on the type of appointment when
there is a Reduction-In-Force (RIF), i.e., 0 =
temporary, 2 = career conditional, 1 = career for
NSPS 0=Modified Temporary; 1=Career (all perm
Employees, including those on initial probationary
period); llI=Modified Term employees (indefinite,
non-status, non-temporary.

Appointment

Annuitant Indicator

The retirement system of a Retired Federal
Employee whose annuity continues after he/she
is reemployed by the federal Government, e.g., 1 -
Reemployed CSRS annuitant, 2 - Retired
Uniformed Service Officer, 3 - Retired Uniform
Service Enlisted.

Appointment

Date Arrived Personnel Office

Date employee moved to current servicing
Personnel Office.

Appointment

Assignment NTE Start Date

Effective Date of most recent temporary action,
e.g., Temporary Promotion, Temporary
Reassignment, Temporary Appointment.

Appointment

Assignment NTE Date

Not to Exceed date of most recent temporary
action, e.g., Temporary Promotion, Temporary
Reassignment, Temporary Appointment.

2 0f 12
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Appointment

Leave Without Pay Start Date

Date leave without pay (LWOP)

Appointment

Leave Without Pay End Date

Date leave without pay expires (not-to-exceed
date).

Appointment

Sabbatical Start Date

Date Sabbatical is effective.

Appointment

Sabbatical End Date

Date Sabbatical expires (Not To Exceed Date).

Appointment

EMAIL Address

Employee work email address.

Appointment

Retained Grade From Date

Date retained grade begins.

Appointment

Retained Grade To Date

Date retained grade ends.

Appointment

Retained Grade

The grade an employee retains when moving to a
position in a covered pay schedule which is lower
in grade than the one held just prior to demotion
that occurred as a results of reduction-in-force
(RIF), a reclassification, or a management
decision as described in 5 CFR 536.103 (B).

Appointment

Retained Step or Rate

The pay rate step an employee retains when
moving to a position in a covered pay schedule
that is lower in grade than the position held
immediately before a demotion that came about
because of a reduction-in-force (RIF), a
reclassification, or a management decision as
described in 5 CFR 536.301 (B).

Appointment

Retained Pay Plan

The pay plan an employee retains when moving
to a position in a covered pay scheduled that is
lower in grade that the position held immediately
prior to a demotion that resulted from a reduction
in-force (RIF), a reclassification, or a
management decision as described in 5 CFR
536.103(B).

Appointment

Retained Pay Table Id

Pay table that contains retained pay salary.

Appointment

Retained Pay Basis

The pay basis an employee retains when moving
to a position in a covered pay schedule which is
lower in grade than the position held immediately
prior to a demotion that results from a reduction-
in-force (RIF), reclassification or management
decision.

Appointment

Temporary Promotion Step

The specific step an employee retains, which
represents a salary within a grade, level, class,
rank, or pay band.

Position Detail Effective Date Effective Date Detail Begins.
Full performance level of a career ladder or
developmental position, e.g., GS-5/6/9/11, GS-11
Position Target Grade is the target grade.

3o0f12
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Position

Supervisory Status

The nature of managerial, supervisory or non-
supervisory responsibility assigned to an
employee's position.

Position

Work Schedule

The most common are: FULL-TIME - A basic
workweek for most full-time employees is
normally 40 hours of scheduled work extending
over no more than six of seven consecutive days.
There are variations to the 40 hour workweek for
employees whose tours cannot be regularly
scheduled or involve standby time. Some
organizations provide their employees with the
option of flexible or compressed work schedules
as well; PART-TIME - A part-time tour of duty
means regularly scheduled work from 16 to 32
hours per week; INTERMITTENT - An
intermittent work schedule requires employees to
work on an irregular basis for which there is no
prearranged tour of duty.

Position

Part-Time Hours Biweekly

Number of part time hours scheduled to work in a
two week period.

Position

Pay Basis

Specifies whether pay is per hour, per annum,
biweekly, per diem, per month, fee basis, without
Compensation.

Position

FLSA Category

The status of the Federal civilian employee under
the Authority of Section 13 of the Fair Labor
Standards Act as amended (29 U.S.C. 213), i.e.,
NONEXEMPT (Position covered by the minimum
wage and overtime provisions of the Act) or
EXEMPT (Position not covered by the minimum
wage and overtime provision of the Act.

Position

Bargaining Unit Status

A code representing the specific bargaining unit
an employee is a member of. This is the last four
digits of the code assigned in the Office of
Employee and Labor Management Relations —
Labor Agreement Information Retrieval System
(OLMR-LAIRS) publication called “Union
Recognition in the Federal Government”.

Position

Pay Table ID

A code to indicate the pay table in which an
employee's pay is calculated.

4 0of 12
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Position

Position Sensivity

There are three types of sensitivity designations:
1. Critical Sensitive;

2. Non-critical Sensitive;

3. Non-sensitive.

Position sensitivity determines the type of security
investigation required before individuals can be
assigned to sensitive positions and granted the
applicable clearance level, e.g., SECRET, TOP
SECRET. Security investigations for sensitive
positions often take up to a year to complete and
are quite costly. Therefore, it is important that
only positions which truly meet the criteria of
sensitive be designated as such.

Position

Security Access

The degree or level of security access granted to
an individual.

Position

PRP/SCI

Personnel Reliability Program/Sensitive
Compartmented Information used to identify
position subject to their program, e.g., nuclear
access.

Position

Payroll Office Id

3. Non-sensitive.

Position

Supervisory Diff Eligibility

Position sensitivity determines the type of security
investigation required before individuals can be
assigned to sensitive positions and granted the
applicable clearance level, e.g., SECRET, TOP
SECRET. Security investigations for sensitive
positions often take up to a year to complete and
are quite costly. Therefore, it is important that
only positions which truly meet the criteria of
sensitive be designated as such.

Position

Position Occupied

A code to designate if employee's position is in
the Competitive Service, Excepted Service or the
Senior Executive Service.

Position

Language Required

A code to designate if one language or multiple
languages is required for performance of duties of
the position.

Position

Drug Test

Code to designate if a drug test is required for
position, e.g., 1 = No Drug Test Required, 2 =
Agency Required Drug Test of Incumbent.

Position

Training Program Id

The Code indicating which training program the

position or employee is associated with.

5 0f 12

As of 3/9/2007



Key Employee: Incumbent of a CONUS position
that cannot be vacated during war or national
emergency without seriously impairing the
mission; such employees have unique or scarce
managerial or technical skills required by the

Position Key Emergency Essential (Posn) wartime mission.
An indicator of whether or not this is an
intelligence position, i.e., 1 = Non-CIPMS
Position Intelligence Position Ind position, 2 = CIPMS position.
Position LEO Position Indicator Law Enforcement Officer designator.
Position Language Identifier
Position Language Proficiency Level Level of proficiency. Updateable by employee.
Reading Level of proficiency. Updateable by
Position Language Reading Proficiency Level employee.
Speaking Level proficiency. Updateable by
Position Language Speaking Proficiency Level |employee.
Position Languate Listening Proficiecny Level
Writing Level proficiency. Updateable by
Position Language Writing Proficiency Level employee.
Personal Detail Effective Date Effective Date Detail Begins.
Service Computation Date is the date from which
Personal SCD Leave creditable service is derived for a leave accrual.
The identification number assigned by the Social
Personal Social Security Number Security Administration to the employee.
Personal Date of Birth The date an individual was born.
An indicator of an employee's sex (M = Male, F =
Personal Gender Female).
Personal Race or National Origin Race or national origin of employee.
An individual's physical or mental disability or a
history of such a disability. Information defaults
from Handicap Code input/updateable by
Personal Handicap employee on My Biz, My Information screen.
An indicator of whether or not an employee is a
citizen of the United State of America, i.e., 1 =
U.S. Citizen, 5 = Local National Employee, 8 =
Personal Citizenship Non-U.S. Citizen.
The effective date of an employee's last
Personal Date Last Promoted promotion.
A code to designate the Federal Government
agency with whom an employee was previously
Personal Agency Code Transfer From employed.

6 of 12
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Personal

Veterans Preference

The employee’s category of entitlement to
preference in the Federal Service based on active
military service that terminated honorably.

Personal

Veterans Preference for RIF

The employee's category of entitlement to
preference for Reduction In Force purposes.

Personal

Veterans Status

An indicator of whether an employee serviced in
the active military, e.g., X = Not a Veteran; V =
Veteran - Vietnam Era.

Personal

EMAIL Address

Employee work email address.

Personal

Appointment Type

The nature of the employee's current
appointment, e.g., 1A = competitive career; 2A =
competitive career conditional.

Personal

Current Appointment Auth (1)

A Code which identifies the specific legal authority
used to create or change a civilian personnel
record. Codes are established by OPM, DOD, or
Component/Agency. NOAL1 contains the primary
nature of action code for the personnel action.

Personal

Current Appointment Auth (2)

Current appointment authority (2) is hormally
blank, except if a second legal authority were
necessary.

Personal

Previous Retirement Coverage

An indicator of whether the employee has, at the
time of most recent appointment to the Federal
Service, previously been covered by the Civil
Service Retirement System (CSRS) or Federal
Employee’s Retirement System (FERS).

Personal

SCD Civilian

Service Computation Date Civilian — all creditable
civilian service time.

Personal

SCD RIF

Service Computation Date RIF the date from
which an employee’s length of service is derived
for reduction-in-force (RIF) purposes. (NOTE:
For Air Force Nonappropriated Fund employees
SCD RIF is the same as the service computation
date for Business Based Actions.)

7 of 12
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Personal

SCD Retirement

Service Computation Date Retirement is the date
from which the period of Federal Service
creditable is derived for annuity computation
purposes. NOTE: For AF NAF employees this
date is the effective date of retirement enroliment;
it does not consider other creditable time, e.g.,
SSN earnings, sick leave balances at time of
retirement.

Personal

Reserve Category

A code to identify the reserve category for
employees subject to military recall.

Personal

Military Recall Status

Identifies those certain employees that have been
removed from military recall status, pending
removal from military recall status, or have been
recalled or mobilized.

Personal

Date Retired Uniform Service

Date employee retired from military service.

Personal

Uniform Service Component

Code designating the Military Service Component
of the Branch of Service from which an employee
retired, e.g., Tech, Reserve, National Guard.

Personal

Uniform Service Designation

The branch of military in which employee retired
from military service, i.e., A = Army, M = Marine
Corps, N = Navy, F = Air Force, P = Coast Guard,
etc.

Personal

Retirement Grade

Military grade at which employee retired from
military service.

Personal

Military Retirement Waiver Ind

Whether a waiver was granted to the 180 day
waiting period was granted.

Personal

Exception Retirement Pay Ind

Whether an exception was granted to reduction in
military retirement pay under 5 USC 5532B.

Personal

Creditable Military Service

The total number of years and months of military
service (computed at the time of appointment)
that are creditable for annual leave accrual
purposes.

Personal

Frozen Service

The total years (01-99) and months (01-12) of
civilian and military service, creditable for
calculation of the Service Computation Date
(Leave), at the time the employee first became
covered by FICA and CSRS (Retirement Plan
codes C and E) or by FERS and FICA
(Retirement Plan codes K, L, M and N).

Personal

Date Conversion Career Begin

The beginning date of the service requirement
counting towards conversion to career
appointment.
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Personal

Date Conversion Career Due

The ending date of the waiting period. A NPA will
be automatically generated effective the next day
after the due date informing the employee that his
tenure group has changed to career.

Personal

Date Recmd Conversion Begins

The beginning date of appointment for less than a
three year requirement for permanent conversion.
Generally involves excepted service positions.

Personal

Date Recmd Conversion Due

The suspense date after completing the 1 or 2
year requirement for conversion to permanent
tenure.

Personal

Date VRA Conversion Due

Date Conversion to Career Conditional from
Veterans Readjustment Appointment due.

Personal

Date Prob/Trial Period Begins

Date probationary period begins. For
appropriated employees, probationary period is
served only once upon initial appointment unless
there has been a break in service greater than 3
years.

Personal

Date Prob/Trial Period Ends

Date probationary period expires

Personal

Ethnicity and Race

The ethnicity of an employee. Employees of
mixed racial and/or national origin should be
identified by the category or categories with which
they most closely associate themselves.
Information defaults from Race National Origin
input/updateable by employee on My Biz, My
Information screen.

Personal

SCD Special Retirment

Service performed under an approved special
retirement position that is creditable under special
retirement.

Personal

SCD SES

Service computation date for those in the Senior
Executive Service.

Personal

Service Obligation

Personal

Service Obligation Start Date

Personal

Service Obligation End Date
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Description of attendance level of education, i.e.,

No formal education or some elementary school -

did not complete, elementary school completed-
did not graduate, some high school, high school
graduate or certificate equivalency, Terminal
occupational program - did not complete,
Terminal occupational program-cert of

comp/diploma/equiv, occupational, some college,

1-4 years of college, Associates Degree,
Bachelor's Degree, Post -Bachelor's First
Professional, Post-first-professional, Master's
Degree, Post-Master's, Sixth-year degree, Post-
sixth year degree, Doctorate Degree, Post-

Personal Education Level Doctorate.

Personal Education Instructional Program

Personal Education Year Degree/Cert Attained | Year degree was attained.

Personal Education Academic Institution Name

Personal Language Identifier

Personal Start Date

Personal End Date

Personal Proficiency Level

Personal Reading Proficiency Reading proficiency of a language.

Personal Speaking Proficiency Speaking proficiency of a language.

Personal Listening Proficiency Listening proficiency of a language.

Personal Writing Proficiency Writing proficiency of a language.

Salary Detail Effective Date Effective Date Detail Begins.

Salary Basic Pay Basic Salary Rate.

Salary Locality Pay Amount of locality pay.

Salary Adjusted Basic Pay Pay combining Basic and Locality pay.
Includes Premium Pay, Supervisory Differential,
Retention Allowance, Availability Pay, Staffing

Salary Other Pay Differential and AUO.

Salary Total Pay Adjusted Basic Pay plus Other Pay.
The percentage rate of geographic adjustment

Salary Locality Percentage paid to an employee (OPM locality adjustment).

Salary Currency Type of money, e.g., dollar, euro, yen.

Salary Supplemental Earnings

Salary Start Date

Salary End Date

Salary Assignment #

Salary Category

Salary Earnings Type

Salary Allowance Type
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Salary Daily Rate/Location
Benefits Detail Effective Date Effective Date Detail Begins.
The employee’s coverage or non-coverage under
the Federal Employee’s Group Life Insurance
Benefits FEGLI Election (FEGLI) program.
Benefits FEGLI Start Date Calendar date last change to FEGLI occurred.
Benefits Health Benefits Start Date
The Federal Employees Health Benefit (FEHB)
Benefits Health Plan Plan Carrier in which an employee is enrolled.
Benefits Health Plan Enrollment
Benefits Health Plan Premium Conversion
Benefits TSP Start Date
Benefits TSP Amount
Benefits TSP Rate
Benefits TSP Status
Benefits TSP Status Date
Benefits TSP Catch Up Contribution Start Date
Benefits TSP Catch Up Contribution End Date
Benefits TSP Catch Up Amount
Benefits Retirement Plan Start Date
The civilian retirement system(s) to which
Benefits Retirement Plan deductions from the employee’s pay are credited.
An indicator of how an employee came to be
covered under the Federal Employee’ Retirement
Benefits FERS Coverage System (FERS).

Awards and Bonuses

Award Earned Date

Awards and Bonuses

Award Type

The name and/or type of award or bonus an
employee is given.

Awards and Bonuses

Award Amunt of Hours

The dollar amount or number of hours of the
award or bonus (rounded to the nearest dollar). If
it is a group award, this is the dollar given to the
individual, not to the group.

Awards and Bonuses

Award Percentage

The percentage of Basic Salary to be used for
calculating the award amount, e.g., 10%.

Awards and Bonuses

Award Agency

Awards and Bonuses

Bonus Effective Date

Date bonus is effective.
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Awards and Bonuses

Bonus Type

Recruitment Bonus: An agency may pay a
recruitment bonus of up to 25 percent of the
annual rate of basic pay to a newly appointed
employee, provided there is a determination that,
in the absence of such a bonus, difficulty would
be encountered in filling the position. Relocation
Bonus: An agency may pay a relocation bonus of
up to 25 percent of the annual rate of basic pay to
an employee who must relocate to accept a
position in a different commuting area, provided
there is a determination that, in the absence of
such a bonus, difficulty would be encountered in
filling the position.

Awards and Bonuses

Bonus Amount

Dollar value of bonus

Awards and Bonuses

Bonus Expiration Date

Performance Appraisal Start Date Start date of latest appraisal.
Performance Appraisal Type Type of appraisal: annual or special.
Performance Appraisal Rating of Record

Performance Appraisal Date Effective Effective Date of appraisal.

Personnel Actions

Personnel Action Effective Date

Date personnel action was effective.

Personnel Actions

Personnel First Action

Natural of action code of personnel action.
Example 702 for promotion.

Personnel Actions

Personnel First Action Description

Description of personnel action. Example
Promotion.

Personnel Actions

Personnel Second Action

Second personnel action, used only when
processing multiple personnel actions. Example
292 - Return to Duty with a 721 - Reassignment
action.

Personnel Actions

Personnel Second Action Description

Second personnel action description.

Personnel Actions

Personnal Action Approval Date

Date personnel action was processed.
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