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Introduction

= DoD introduces Self-Service HR functionality
within the Defense Civilian Personnel Data

System (DCPDS) through two easy-to-use
modules:

= MyBiz+ and MyBiz+ for Managers and
Supervisor

—



DCPDS
Key Features

Avallable 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 ‘



DCPDS
System Generated Actions

= DCPDS Produces Reports on Individual
Person (RIPS) such as Supervisors Brief (on
employee), Supervisory Certificate for Step
Increase, efc...

= DCPDS will also automatically generate
certain types of actions (Within Range
Increase, Termination Expiration of
Appointment, etc.)

—



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.

—



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

—



The MyBiz+

Other DCPDS Applications - avorites - Customer Support - © Help ~

|’_ Notifications
MyBiz+ provides improved user experience and HR information on-demand! | Pl = BT
[ ' l Click here for a brief MyBiz+ overview o Noffeations AtTris Time
< ©
[N N N N ] Ll
Welcome, Sergio L. Martinez The information is current as of 14-Jan-2016
% You have no unread notifications.
me

W Provide Feedback

22 Key Services

4 Last Personnel Action

Manage Key Services § Responsibilities: Type of Action: General Pay Adjustment
AGR MGR CTHROO
MyPerformance DCD PA ENERATION Effective Date: 10-Jan-2016
CMWDOD Self Sen rarchy Manager
Request Employment Verification PER CTHROO0D042

Civilian Career Report
Update Contact Informafion

f Focci o Health Insurance: Blue Cross Blue Shield Service Benefit Plan (11) Net Pay:
Update Professional Development
o B Ark Life Insurance: Basic only Pay Period End Date:
SF50 Personnel Actions

Update MySupervisor

% Leave

Annual Leave Balance:
Sick Leave Balance:

Annual Leave Forfelt Balance (Use or Lose):

Detail Pages

Personal




MyBiz+ Features




MyBiz+ Features

Detail Page Tile Color What’s Inside How information is Displayed
Name in MyBiz+
Personal Purple Includes Contact Information. Appointment, Retained Accordion Format or
Grade Details. Disability. Ethnicity and Race. Carousel Format
. Language Information. Veteran Information. and
- Service Computation Data Information sections and
SF50 Personnel Action History.
Pay. Leave Green Includes Pay Information. Pay Detail. Leave. Pay. Leave. Retirement. and
and Benefits Retirement, Insurance and Awards sections. Insurance sections are available
$ as a View.
Pay, Leave
and Benefits
Protessional
Development Yellow Displays Education. Training and These sections are available as a
Certifications/Licenses sections. View option
Position Blue Includes Appointment. Position. Position Additional Last Personnel Action is
Information. Language Details. Position Tracking and available as a View.
SF50 Personnel Action History sections.
All other sections are in the
Accordion format
Performance Orange Includes Active Appraisals (NG and DCIPS only) This page is available as a View
and Completed Appraisals sections with view only information
Repoits Tan Employee Reports: All reports are available from
Civilian Career Report, Awards Information, this detail page, or they are
% Certifications and Licenses. Emergency Contact, Joint | gccessible directly from the
= Duty Assignment, Training associated detail page as a

link




The MyBiz+

Other DCPDS Applications - W Favorites ~ Customer Support - © Help ~ Logout

r— Notifications
MyBiz+ provides improved user experience and HR information on-demand!

Ir. : l | Click here for a brief MyBiz+ overview

Read / Unread Title Start Date
No Nofifications At This Time

esnee w1l
Welcome, Sergio L. Martinez The information is current as of 14-Jan-2016
% You have no unread notifications.
Home ARAST S B

W Provide Feedback

Manage My Views ¥

22 Key Services 22 Other Responsibilities/Applications 4 Last Personnel Action
Manage Key Services § Responsibilities: Type of Action: General Pay Adjustment
AGR MGR CTHROO0050
MyPerformance CMWDOD GENERATION Effective Date: 10-Jan-2016
CIVDOD Self Service Hierarchy Manager
T e e B Py |

Civilian Career Report
$ Insurance

Gross Pay:
Update Contact Information
e Brefeesi e e Health Insurance: Blue Cross Blue Shield Service Benefit Plan (11) Net Pay:
Update Professional Development
50 P art Life Insurance: Basic only Pay Period End Date:
SF50 Personnel Actions

Update MySupervisor

e The functions available to the employee user are
SikLeaie Barce provided in the Key Services Area. There are now
Annual Leave Forfelt Balance (Use or Lose): 5 £

7 current user functions available to the user;

$ & MyPerformance, Request Employment
P Verification, Civilian Career Report, Update

Contact Information, Update Professional
Development, SF50 Personal Actions, Update
MySupervisor

Detail Pages




MyBiz+ provides improved user experience and HR information on-demand! |

Click here for a brief MyBiz+ overview

AL
< H ©

seense k0
Welcome, Sergio L. Martinez

The information is current as of 14-Jan-2016

Home

W Provide Feedback

22 Key Services

Manage Key Services §

MyPerformance
Request Employment Verification PE
Civilian Career Report

$ Insurance
Update Contact Information

Update Professional Development Health Insurance.

Life Insurance: Basic only

SF50 Personnel

Update MySupervisor

% Leave

Annual Leave Balance:
Sick Leave Balance:

Annual Leave Forfelt Balance (Use or Lose):

Detail Pages

Personal

i

Blue Cross Blue Shield Service Banefit Plan (11)

Other DCPDS Applications - W Favorites ~ Customer Support -

© Help ~

Logout

Notifications

Read / Unread Title
No Nofifications At This Time

Start Date

% You have no unread notifications.

ARASE L 4B

Manage My Views ¥

4 Last Personnel Action

Type of Action: General Pay Adjustment
Effective Dafte: 10-Jan-2016

Gross Pay:

Net Pay:

Pay Period End Date:

On the MyBiz+ Main Page employees can also
view Leave Balances, Insurance Information and
Current Pay Information




MyBiz+ - Manage Views
/

Reset | Done

SPy o= i sLaw o |

+ Request Employment Verification | GrossPay 0.34 Annual Leave Balance: 6600
+ Update Contact Information L1 NetPay 0.20 © Sick Leave Balance: 108.00
|)pdate Professional Development Pay Period End Date: 01-Mar-2014 Annual Leave Forfeit Balance (Use or Lose): 154.00
| § Insurance © = B 4 Last Personnel Action o= |

Health Blue Cross Blue Shield Service Benefit Plan Type of Action: Individual Time Off Award Education:

' Insurance: M : i No formal education or some elem school-did not complete - (1998)

' - 1 Effective Date: 23-Mar-2014 .

Life Insurance: Basic + Option A L '

CLG 005 (DAU) PURCHASE CARD ONLINE SYSTEM (PCOLS)

(16-Dec-2009 - 16-Dec-2009)
Certification/Licenses:
No Certificates/Licenses Available

L e e e e emaned Training:

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.




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.




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




Other DCPDS Applications - W Favorites ~ Customer Support - © Help ~ Logout

r— Notifications
MyBiz+ provides improved user experience and HR information on-demand! |

Ir. : l | Click here for a brief MyBiz+ overview

Read / Unread Title Start Date
No Nofifications At This Time

esnee w1l
Welcome, Sergio L. Martinez The information is current as of 14-Jan-2016
% You have no unread notifications.
Home ARAST S B

W Provide Feedback

Manage My Views ¥
22 Key Services 22 Other Responsibilities/Applications 4 Last Personnel Action
Manage Key Services § Type of Action: General Pay Adjustment
MyPerformance REGENERATION Effective Date: 10-Jan-2016

CIVDOD Se

Hierarchy Manager
Request Employment Verification PER CTHROOOD

Health Insurance: Blue Cross Blue Shield Service Benefit Plan (11) et Pay:

Civilian Career Report
Update Contact Information
Update Professional Development

Life Insurance: Basic only Pay Period End Date:

SF50 Personnel Actions

Update MySupervisor

% Leave

e By Clicking on the Personal Tile, Employees can
SikLeaie Barce | 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.

Detail Pages




MyBiz+ Personal/Carousel
Display

Other DCPDS Applications ~ W Favorites ~ @ Help ~ Logout

Employee Supervisor Organization

VAARNG ELEMENT - JF HQ

Home / Personal AELSE fhb D

% Accordion View IManage Stations

Appointment Information

m

Emergency Contact Email:

Emergency Conta

ot Hamaa

Emergency Conta

SCD Leave
28-Jan-2004

SCDRIF
28-Jan-2004

SCD Special Retirement

SCD Civilian
13-Jun-2004

SCD SES

Language Identif

Proficiency Level

Reading Proficie
Speaking Proficie
Listening Proficig

Writing Proficieng




MyBiz+ Personal Accordion
Displa

Other DCPDS Applications ~ % Favorites -  Customer Support - @Help -~  Logout

Employee Supervisor Organization
Sergio L. Martinez Christing O. Bartleft CTARNG ELEMENT - JF HQ
ome | Personal #ased
1] Carousel View

Expand an additional section on page

» Personal Information

» Contact Information

» Appointment Information

» Retained Grade Details

» Digability

» Ethnicity and Race

+ Language Information

» Veteran Information

» Service Computation Date Information
» National Guard Information
» SF50 Personnel Actions

» Enterprise Programs and Functional Communities

y and Security Policy | System Help Desk Contacts




Favorites

Other DCPDS Applications ~  # Favorites ~  Customer Support ~  @Help - Logout

Manage Favorites

DCPAS Homepage
Federal Employees Dental and Vision Insurance Program

i L Federal Long Term Care Insurance Program
:ome, Sergio L. Martinez

Flexible Spending Account g
MyPay

Provide Feedback OPM Homepage
OPM Life Insurance Homepage Manage My Views §#
SF182

Manage Key Services § Responsibilities: TSP Homepage General Pay Adjustment
AGR MGR CTHROO0050 USA Jobs
fyPerformance CIVDOD PAYROLL REGENERATIO 10-Jan-2016

CIVDOD Self Service Hierarchy Manager

taminnt Cranlavmant Vanfinatinn Arm ATHRAARR AN

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.




ﬂ EZ forgManagers
f' LA Supervisors




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

—



MyBiz+ for Managers and Supervisors

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

—



The MyBiz+/MyTeam

52 Other Responsibilities/Applications

ORAS®T SR

Manags Key S=vicag Recponciblitiee:
HR-TRMG PER CTHRODOI3
MG CT Parfomance Agpralsal Administrator
PER CTHROOOOG1
VS5 RPT CTHRODOOS

“ Last Personnel Action

Type of Acdon: General Py Adusiment

Effective Daie: 10-Jan-2016

% Insurance

Heaith Insurance: Sz Croee Blue Shield Sanvio Benafit Plan (11)

LItz Insurance: Sasic anly

$Pay

Update Pr

(Grnss Fay:

Personnel Actions
Net Pay:
2rdEar
Py Perod End Dae:

Hiring Manager's Toalidt

Detail Pages

Civllan Expeditionary WWarkdane (CE

Update Trusted Agant [ ]

§ Leave

Arnual Leave Balance:
Slgk Leave Balanca:

Arnual Laave Forfelt Batance (Ues or Loee

5 | Privacy and Securit




Update MySupervisor { Update MyTeam

Diagram

My Team

CTA MENT - JF HQ
HUMAN RESOURCES

SPECIALIST

v
c

T
m
a

Middietown, Middlesex, CT

Employee Details

Personal T = Exportto Excel v
View Name Position Type
- APPR
- APPR
+ APFR
* APFR

Hire Date
21-Aug-1990
01-0ct-2007
30-Dec-2013
21-Jul-2008

UMAN

Middletown, Middlesex, CT

Appointment Type
Competitive - Career
Excepted - Career
Excepted - Carser
Excepted - Carser

Type of Employment

Full Time Employee In Pay Status
Full Time Employee In Pay Status
Full Time Employee In Pay Status
Full Time Employee In Pay Status

Privacy and Security Policy | System Help Desk Contacts

HUM

Middletown, Middlesex, CT

Eack to Start

Email Address

Navigation ¥

Hda/Snow

n



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 Iin
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.




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.

Employee Details

Personal

& & F

*

View

T | = ExporttoBExcel ¥

Name Position Type Hire Date Appointment Type
APFR 21-Aug-19%0 Competitive - Carser
APFR M1-Cct-2007 Excepted - Career
APFR 30-Dec-2013 Excepted - Career

APPR 21-Jul-2003 Excepted - Carger




My Team: Personal Expansion

Employee Details

Personal ¥ | f5 Exportto Excel ¥
Name Position Type Hire Date
Position APPR 21-Aug-1990

Salary o AFPPR 1-Oct-2007

Aoarard

waras APPR 30-Dec-2013
Bonuses
APPR 21-Jul-2008

Performance

Perzonnel Actions

Professional Development

p =l
(5]
5
[4e]
4]
[¥p]
T

Leave Dalances




My Team: Performance Appraisal

ORAS®T SR

52 Other Responsibilities/Applications

Manags Key S=vicag Recponciblitiee:
HR-TRMG PER CTHRODOI3
MG CT Parfomance Agpralsal Administrator
PER CTHROOOOG1
VS5 RPT CTHRODOOS

“ Last Personnel Action

Type of Acdon: General Py Adusiment

Effective Daie: 10-Jan-2016

% Insurance

Heaith Insurance: Sz Croee Blue Shield Sanvio Benafit Plan (11)

LItz Insurance: Sasic anly

$Pay

Update Pr

(Grnss Fay:

Personnel Actions
Net Pay:
2rdEar
Py Perod End Dae:

Hiring Manager's Toalidt

Detail Pages

Civllan Expeditionary WWarkdane (CE

Update Trusted Agant [ ]

§ Leave

Arnual Leave Balance:
Slgk Leave Balanca:

Arnual Laave Forfelt Batance (Ues or Loee

5 | Privacy and Securit




My Team: Reports/Forms

Parformance Managemsant and Appralsal

Apply Actionis) to Multipls: Empioy

d Agent Autharization

Tint Performiancs Management Reports

mpioymeant arification

Chvllan

Repart

Update Comtact information

Hinng Managps:

Civillan Expeditionary WWardsance (CEW)

Update Trusted Agent

§ Leave

Arnual Leave Balance:
Sick Leave Balanca:

Arnual Laave Forfelt Batance (Use or Loee)

Manaps Kay Samvices

ORASE K

% Other Responsibilities/Applications

Recponciblitiee:

HR-TRME PER CTHRODOI31

NG CT Partarmance Appralsal Admirnistrator
PER CTHRODDOS

WSS RPT CTHRODOO3

“ Last Personnel Action

Type of Action: Genersl Pay Adusirent

Effective Daie: 10-Jan-2016

£ Insurance

Heaith Insurance: Sz Croee Blue Shield Sanvio Benafit Plan (11)

Lifs Insurance: Sasic anty

4§ Pay

Gross Pay:
Mt Pay:

Py Perod End Dae:

Detail Pages

Privacy and Secu




QUESTIONS??777?




