
1

DCPDS SELF-SERVICE HR: 

MYBIZ+ AND MYBIZ+ FOR

MANAGERS AND SUPERVISORS

National Guard 

Technician Personnel Management Course



2

Introduction

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

 MyBiz+ and MyBiz+ for Managers and 
Supervisor
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DCPDS

Key Features 

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

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

 Employees to view personnel information

 Employees to update personal information

 Managers and Supervisors to view personnel 
information about their staff

 Employees, Managers and Supervisors to 
establish performance plans, provide feedback, 
and appraise employee performance
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DCPDS

System Generated Actions

 DCPDS Produces Reports on Individual 

Person (RIPS) such as Supervisors Brief (on 

employee), Supervisory Certificate for Step 

Increase, etc… 

 DCPDS will also automatically generate 

certain types of actions (Within Range 

Increase, Termination Expiration of 

Appointment, etc.)
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Example – Supervisor’s 

Employee Brief
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Example – Supervisor’s 

Employee Brief (con’t)
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Example – Supervisor’s

Employee Brief (con’t)
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Example – Supervisor’s 

Employee Brief (con’t)
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Example – Supervisor’s 

Employee Brief (con’t)
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Example - Supervisory 

Certification for Step Increase 
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MyBiz+ / New Features

 This application was introduced in December 

of 2014. It provides a new user friendly 

options to a summary view of employee 

information. Information such as leave 

balances, pay dates and latest transaction 

information can be displayed on the main 

page. 

 This application also displays new navigation 

tiles located at the bottom of the login screen. 
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MyBiz+

 MyBiz+ is a Self Service web based 
application within DCPDS that allows a 
Technician to:

• Access and view their personnel information 24 
hours a day/7 days a week via a .mil server 
(Government network)

• Update specific fields of personal information

• Provides employees with the capability to print 
their SF50s

• Provide input on performance plans and 
accomplishments for performance appraisals
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The MyBiz+
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MyBiz+ Features
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MyBiz+ Features
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The MyBiz+

The functions available to the employee user are 
provided in the Key Services Area.  There are now 
7 current user functions available to the user; 
MyPerformance, Request Employment 
Verification, Civilian Career Report, Update 
Contact Information, Update Professional 
Development, SF50 Personal Actions, Update 
MySupervisor
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The MyBiz+

On the MyBiz+ Main Page employees can also 
view Leave Balances, Insurance Information and 
Current Pay Information
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MyBiz+ - Manage Views
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Gray lines You can also click on the Manage My Views button 
on the top right. With this you are able to 
customize your views so you can place your 
portlets where you want. 
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MyBiz +

 MyBiz+ allows you to update certain personal 
information that may change from time to time.
• Phone Number

• Email Address

• Work Address

• Handicap Codes

• Foreign Language Proficiency

• Education Information

• Training 

• Certifications/Licenses

Keeping this information up-to-date and accurate is 
important. You have a secure, real-time, on-line way to 
maintain your information easily.
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MyBiz+

 Selecting the Personal Tile from the MyBiz+ Home 

Page will allow you to view your information

 Secure, real-time, on-line access to your official 

personnel information

 Colored tiles provide further details on the following:

• Appointment information 

• Position information (current/historical)

• Salary information

• Awards and Bonus information

• Benefits

• Performance

• Personnel Actions
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The MyBiz+

By Clicking on the Personal Tile, Employees can 
access the “Personal Home Page” where they can 
view Personal Information, update Contact 
Information, Ethnicity and Race data, Language 
Information, as well as view National Guard 
Information and various SF50 actions.
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MyBiz+ Personal/Carousel

Display
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MyBiz+ Personal Accordion 

Display
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Favorites

The area identified as “Favorites” is created for all MyBiz+ accounts and contains approximately ten 
links to websites of importance to the employee.  For example, we have provided links to the TSP 
Home page, MyPay, USA Jobs, and the Retirement Home page for CSRS or FERS.  As we add new 
information, a new link will be added to this area providing navigation information to employees. 
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MyBiz+ for Managers and Supervisors

MyBiz+ for Managers and Supervisors is a web-based 

Self-Service HR module that allows managers and 

supervisors access to information about their employees

By clicking the MyTeam tile, My Team allows you to:

 View your employees’ personnel information 24/7 from 

your workstation – must be from a .mil site

 Access to view personnel actions that have processed

 Establish performance plans via PAA

 Provide feedback and appraise employee performance 

via PAA
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Once you log-on to the system, you will be at the MyBiz+ 
Home Page. As a manager or supervisor, you will have an 
additional tile which is called MyTeam. Select MyTeam.

MyTeam Home Page

 Performance Appraisal Application (PAA)
 My Employee Information
 Update My Information
 Suspense Actions
 Apply Action(s) to Multiple Employees (PAA)
 Manage PAA Trusted Agent Authorization
 View/Print Performance Management Reports
 View Previous Requests

MyBiz+ for Managers and Supervisors
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The MyBiz+/MyTeam
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My Team
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My Team

 The previous screen depicts the My Team responsibility and 
the functions found within. Note the differences in the My 
Team functions as opposed to the MyBiz+ functions. This is 
the area the manager/supervisor is expected to come to in 
order to process any work-related issues applicable to his/her 
employees. Normally, the “Favorites” area will contain all the 
same links provided to the MyBiz+ user. However, in this 
case, the manager/supervisor chose to modify the area and 
remove some of the links. 

 The Performance Appraisal Application (PAA) function is the 
door to the appraisal module the manager/supervisor will use 
to rate employees. The My Employee Information area is 
where the manager/supervisor will view employees’ records.  
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My Team
The manager/supervisor is identified and beneath his/her name are the
Employees he/she supervises.  If one of these employees is a supervisor,
There would be a similar symbol beside their name.  The manager/supervisor
Identified below would be able to open those employee records as well.
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My Team: Personal Expansion



33

My Team: Performance Appraisal 

Application



34

My Team: Reports/Forms
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QUESTIONS????


