

June 2008


Self Service “My Biz”

Updating My Education Information

	Introduction
	The Self Service Employee “My Biz” module provides employees the ability to log into DCPDS and update limited employee data. The following pages provide a brief overview of the new functionality.


	Contents
	


	Topic
	Page

	Privacy Act Statement
	2

	My Profile
	3

	Handicap Code
	9

	My Language Information
	10

	US Fed Ethnicity and Race Category
	             14

	Emergency Contact Information
	16

	My Education Information
	22


My Education Information Tab contains employee’s education information.
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 to add or update your education information. 
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Figure 65

Adding Education Information.  To add education information, click the [image: image4.png]


 button.

Note:  
Existing education information will display with either ‘Verified’ or no information in the Education Update Source data field column.  Employees cannot ‘Select’ (radio button is grayed out in this column) and update this information via Self Service .  Contact your Human Resources Office for questions relating to this information.
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Figure 66
The ‘Add’ page displays.  Enter the required information below.  For additional information on a specific data field, select the [image: image6.png]


.  
Note:  You will not be able to remove the following Education information from your record: 

                        Code
Cleartext

06
Vocational/ Occupational Schools – certificate or  diploma

10 
Associates Degree

13
Bachelors Degree

17 
Masters Degree

And all others degrees with code greater than 17
Please contact your Human Resources office to make changes to this information.
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Figure 67
To search for information for a specific data field, select the [image: image8.png]


.  The following Search screen displays.
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Figure 68
To obtain a quick list of information available, select the ‘Go’ button.  Select the ‘Quick Select’ icon next to your selection.  To view more information, select the [image: image10.png]


 link.  In addition, you can use the wildcard (%) to conduct partial searches such as %TX% or %A&M%.   

Once information is located, select it by clicking the radio button in the ‘Select’ column and then clicking the ‘Select’ button.  
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Figure 69

The selected information auto populates into the appropriate data field.
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Figure 70

Once all information is entered, select the ‘Submit’ button.
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Figure 71

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.
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Figure 72

Once you save your education information, a confirmation page displays allowing the employee to print their education information. 
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Figure 73

Education information ‘added’ via Self Service will include ‘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. 
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Figure 74

The ‘Update’ page displays with existing information auto populating in the data fields.  Update the required information below.  For additional information on a specific data field, select the [image: image17.png]


.  
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Figure 75

To search for information for a specific data field, select the [image: image19.png]


.  The following Search screen displays.
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Figure 76
To obtain a quick list of information available, select the ‘Go’ button.  Select the ‘Quick Select’ icon next to your selection.  To view more information, select the [image: image21.png]


 link.  In addition, you can use the wildcard (%) to conduct partial searches such as %TX% or %A&M%.   

Once information is located, select it by clicking the radio button in the ‘Select’ column and then clicking the ‘Select’ button.  
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Figure 77

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

Once all information is updated, select the ‘Submit’ button.
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Figure 79

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.
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Figure 80
Once you save your education information, a confirmation page displays allowing the employee to print their education information. 
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Figure 81
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