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Self Service “My Biz”

Updating My Training Information

	Introduction
	‘My Biz’ provides employees the ability to log into Self Service and update specific employee information. The following pages provide a brief overview of this new functionality.
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Figure 1
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 function allows employees to update limited employee information.
Privacy Act Statement

Before you can ‘view, add and/or update’ your personnel information, you must [image: image3.png](ACCEPT



 the ‘Privacy Act Statement’.
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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 and job applicants for civilian appropriatedinon-appropriated fund (NAF) and
National Guard (NG) civilian technician positions in the Department of Defense (DoD) to update personal information

Routine Uses: None. The DoD 'Blanket Routine Uses' set forth t the beginning of OSD's compilation of systems of records nofices
applyto this system

Disclosure: Voluntary. There are no penalties or adverse consequences for failing to verify or provide the recuested data

D @D

MyBiz Suggestions | Home | Logout | Preferences





Figure 2
Tabs - The following is a list of the Tabs and information available under each.

General Information in the Employee region includes the employee’s name and work email address.
Profile tab allows the employee the ability to change their security questions and answer, password, work email address, phone numbers and physical work address.
 
Figure 74

The Training tab contains employee’s training information.

Click the [image: image5.png]


 tab to add or delete your training information.  The link takes you to the Training Information page (Figure 75).  

[image: image6.png]Profle  Handicap  Language  Ethnicity and Race  Emergency Contact  Education | Training ||

This section displays/captures your training courses that have been satisfactorily completed, to include Professional Miltary Education (PME). Entries you add
through My Biz are marked ‘Seff 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
ps:

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

Select the *Add’ button to add new training information.
To ‘Delete’ self certified training information, first select the training entry and then select the DELETE button.
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@TIP  To Print a Training Brief. select the button below
[ Select Date Range and Sort Ciiteria

((Print Training Report )
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Figure 75
Adding Training Information.  To add training information, click the [image: image9.png]


 button  (Figure 76)

Note:  The Training Update Source 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 updatable.  Additionally, ‘Verified’ training will include only those courses that were satisfactorily completed.  Contact your Human Resources Office for questions relating to this information.  
[image: image10.png]Training Information
Select Object: (Delete ) | (Aud
Select Details Trng Update Source

|Trmg Course Title

[Trng Start Date

[Trng End Dat

O p-Show Self Certified
B> Show Verified

Windows Server 2003
SIMPLER LEAN VISUAL MANAGMENT DRXPI97970016VS

01-May-2009
16-Jun-2005

05-May-2009
16-Jun-2005




[image: image11.png]Select Object: ((Delete ) | (add) © Previous

@TIP  To Print a Training Brief. select the button below
[ Select Date Range and Sort Ciiteria

((Print Training Report )
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Figure 76
The ‘Add’ page displays (Figure 77).  Enter information for your training update below.  For additional information on a specific data field, select the[image: image12.png]


.  In some instances the [image: image13.png]


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.

Notes:  
1. To search for your specific training information, select the [image: image14.png]


flashlight or [image: image15.png]


dropdown located next to the data field you are updating. 

2. Enter start and end dates of training (dd-mon-yyyy) manually or use calendar.  
· Note the date format and that hyphens are required.  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 12th of the month, the system will display a format error.
· Entry of future dates will result in an error message that indicates the date must be less than or equal to ‘sysdate’ (i.e., the current date). 
· Calendars reflect a range of years, so users may need to click 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.  

[image: image16.png]g Information

(Submit) (Can
Tip: Atraining addition will not be added ifthe Training Start Date’ and the ‘Course Title' are an exact match to a course already displayed in My Biz.
Employee

Employee Name  Last, First
Work Email Address.

Training Information

Training will be documented on a SF 182, Authorization, Agreement and Certification of Training or refer to a completion certificate if SF 182 is not available
view an example of the SF 182 via the OPM website go to hitps://uwiw. opm.gov/forms/pdf_fill/SF182.pdf. Tip: Right mouse click on link and select Open in
New Window.
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Figure 77
To search for information for a specific data field, using the [image: image18.png]


, the following Search screen displays (Figure 78)
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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 [image: image20.png]


 link (Figure 79).  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%,  %OPM%,  %Princeton%, %executive%, %historical% or %301% and select ‘Go’ (Figure 80).  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 clicking the radio button in the ‘Select’ column and then clicking the ‘Select’ button. 
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Figure 79
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Figure 80
The selected information auto populates into the appropriate data field (Figure 81). 
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Figure 81
Once all the applicable information is entered, select the ‘Submit’ or ‘Cancel’ button (Figure 82).  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 83).   
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Figure 82
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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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Figure 84
Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 85) displays allowing you to print your training information. Click the ‘Continue Updating Your Information’ link to continue adding training information.
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Figure 85
Click the ‘View Your My Biz 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.  
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Figure 86
If you choose to select a date range/sort, you are prompted to provide necessary selections (Figure 87).  Please refer to Note 2 on pg 31.
[image: image30.png]@TIP To Print a Training Brief. select the button below
Select Date Range and Sort Criteria

T — [ —

(exampl: 13-1un-2009) (exampl: 13-3un-2009)

Sortltem | Training Start Date v Sort Order
((Print Training Report )

Profle  Handicap  Language  Ethnicity and Race  Emergency Contact  Education | Trai





Figure 87
Once selections are made, or you choose to print all, click ‘Print Training Report’ (Figures 86 and 87).   

You will receive a File Download prompt (Figure 88) with the options of opening and printing the file, or saving to your personal computer.

[image: image31.png]File Download

Do you want to open or save this file?

Name: Trainingsrief.pdf
Type: Adobe Acrobat Document
From:  fredns.depds.cpms.osd.mi.

am your computer  you do not trus the source. do not open or

@ Whie fles fromthe Intemet can be useful, some fies can potentialy
save thisfle. hat's the fisk?





Figure 88
If you open for print, you will receive a report published in Adobe Reader (‘.pdf’) (Figure 89).  Please note in the sample report that the first screen is only page one of three, so you will need to click on the down arrow[image: image32.png]


 to obtain the succeeding pages.

[image: image33.png]Page Navigation

264082008

orwav200

O e o ol
assigm

INsPs ApaPTING TO
(crace For
[NoN-SUPERVISORS

ooy BT
(Sotware e,
C3Rom:

Webbased,
narschve macis

1ouN2005

16uun2005

lsmeLer Lean
[ISUAL MARAGUENT
loRocParaT00 Vs

s
Ciassroom (no

technaicgy,
Sasoamt

ey

1BMAR 2005

|wRimG PuRPOSES
[axo

st
Cazarom (no

ey
shoo

low supv crs

[o5AF o sUPv s

ir-sepmr

r.sep.1gar





Figure 89
Should you choose the save option in Figure 88, you will be prompted to select the location for the file (Figure 90).
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Figure 90
Deleting Training Information. Should you choose to delete a self-certified entry, select the radio button for the appropriate course then select the [image: image35.png](Delete



 button (Figure 91).
	.
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Figure 91
You will receive a warning prompting another decision (Figure 92).
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Figure 92
If you click ‘No’, you will be returned to the Training Information view (Figure 91).  If you click ‘Yes’, you will receive a notice confirming the deletion (Figure 93).
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Figure 93
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