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Self Service ‘My Biz (NAF)’
Module 2, Chapter 3
Updating My Information

Introduction Self Service provides you the ability to log into ‘“My Biz (NAF)’ and update
personal information. The following pages provide a brief overview of this
new functionality.
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Update My Information

The “‘Update My Information’ function allows you to update employee information.

Department of Defense

B Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Logout Help

Favorites

Havigator Personalize

- After using your browser to access DCPDS, close

Biz (NAF) '

By My Biz (HAF) ) all of your browser windows and restart a new
My Information browser session. Sometimes the browser can
Update My Information hold that information in memary (e.g. cache, etc)

Employment Verification and some_web sitgs knqw where to look to find it.
For more information Click here

"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of My Biz: Coming in July 20111 Education
the Defense Civilian Personnel Data System (DCPDS) to allow DoD personnel access to and management of will be updated to convert 129 outdated

their personal personnel records. The DoD MyBiz and associated tools can be accessed only by authorized DoD instructional program (IP) codes to new

personnel within a .mil or dodea.edu network. The DoD MyBiz tool has no assodiation with any private or other IP codes. Click here for more

enterprise using "MyBiz" in whole or in part as a title or logo." information.

Figure 1

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

Privacy Act &
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™{ update your information may require manual HR processing or the absence of
some information.

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.

U|,I-:|u'!|; F.'._lll Imlofrmation

Employe

Employes Nama

Wark Email Address

Figure 3

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

Prufile bifity Language [thaicity and Race  [mergency Contact  [ducation  Traing  Certificotions/ Livenses  Awards and lomuses
My Profile

Work Emad Address

“TIP Please enter your W
work Email Address

Email Address only and select the Update bution
Tirstname bstnamegus.afml

Wyt

Emphryeee Plausye Bumsber

Dadata

Add

Select Street Address Buikfing Mumber Suite, Room Mumnboer city
Mo results found

State fip Code Country Start Date

Figure 4

Add or edit Work Email Address

To ‘Add/Update’ work email address, type the new email address and then select the ‘Update’
button. Work email addresses are used to communicate personnel information directly to you.

Work Email Address

= TIP Please enter your Work Email Address only and select the Update button to save.
Work Email Ah‘ﬁ firstname.lastnamel@us.army.mil

Update

Figure 5

After selecting ‘Update’, a ‘Confirmation’ page displays. Select Continue Updating Your Information

link to continue updating your work information. To return to the ‘My Biz (NAF)’ menu select
on ¥iew Your My Biz Account |ink.
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Sell Service Work information Confirmation Hotice

Confirmation

Congratulations vour wowk information has been updated as of 26-Jul-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?

sting

_

Figure 6
Add or Edit Phone Numbers

To ‘add’ a new phone number or edit an existing phone number, select the *Add’ button.

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 Number |Delete
Work 555-555-5555 i

Figure 7

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: 123-456-7899 Ext
123. Once you have finished entering your phone number, select the ‘Submit’ button.

Employei Phone Humibias

Cane]

Emplory e

Emgployen Humber Emplorpes Mame

Work Email Addrness
Phone Inlormatisn

" Fhone T'r[—: *
=hy LT b
hisrss Murmbe iome:
Home Secondary
Home Tertiary Saulinit Cancel
Home Fax
— 1+t
Other
Pager
Wk
Work Secomdary
Work Tertiary
Work Fax

ICE MyBiz ICE PAAYVY FAQ Home Logoul Help

Figure 8

After selecting ‘Submit’, a ‘Confirmation’ page displays. After selecting ‘Submit’, a
‘Confirmation’ page displays. Select Continue Updating Your Information link to continue updating
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your work information. To return to the ‘“My Biz (NAF)’ menu select on
View Your My Biz Account |ink.

Self Service Work information Confirmation Notice

Confirmation
Congratulations your work information has been updated as of 26-Jul-2011 13:14:44 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?

\l Continue Updating Your Information

View Your My Biz Account

Figure 9

Delete Phone Number

To “delete’ a phone number, select the WT]I 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
delete an existing phone number, select the Trashcan next to the record.

Add

Type [Humber |Dele?/
m

Work 555-555-5555

Figure 10

A warning screen displays; select the “Yes’ button to process the delete. If you want to cancel the
delete, select the ‘No’ button.

5 Warning V
Are you sure you want to delete this Phone Number (555-555-5555)? /
No Yes
Figure 11
ﬁ‘
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Add Physical Work Address
To “add’ Physical Work Address, select the ‘Add’ button. Self Service only allows you to ‘add’

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
My system developments will include this functionality.

Add
Select Street Address Building Number Suite, Room Number City State Zip Code Country Start Date
No results found.

Cancel

Figure 12

When adding a Physical Work Address, “Street Address, City, State, Zip Code’ are required
fields and are noted with an *. Select the ‘Submit’ button to save data.

Physical Work Address
* Indicates required field.

* Street Address 123 Ave G
(example: 550 E Street West)

Building Humber  Bldg 499
(example: 663)

Suite, Room Humber |Suite E, Room 1021
(example: 3, 206)
* City San Antonio

* State TX -

*Zip Code 78150-0000
(example: 78150-4547)

Country United States
Date From 26-Jul-2011

Submit Cancel

Figure 13

After selecting ‘Submit’, a ‘Confirmation’ page displays. To return to the Profile tab, select
Continue Updating Your Information |ink to continue updating your work information. To return to the
‘My Biz (NAF)” menu select on Yiew Your My Biz Account |ink.

Self Service Work information Confirmation Notice

Confirmation
Congratulations , your work information has been updated as of 26-Jul-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?
\ Continue Updating Your Information

View Your My Biz Account

Figure 14
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Edit Physical Work Address

To correct a physical work address select the radio button @ next to the physical work address,
then select the “Correction button.

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 Address | Correction | | | Add |
Select Street Address |Building Number |Su'rta, Room Number |C'rt\r ‘State |Z'|p Code Country Start Date
»> @ 123 AveG Bldg 499 Suite E, Room 102 San Antonio ™ 78150-0000 United States 26-Jul-2011

Figure 15

Make the necessary changes to your physical work address, and then select the ‘Submit’ button.

Physical Work Address
* Indicates required field.

* Street Address 123 Ave G
(example: 550 E Street West)

Building Mumber  Bidg 499
(example: 663)

Suite, Room Number Suite E, Room 102
(example: 3, 206)
= City |Universal City|

* State T -

* Zip Code  78150-0000
(example: 78150-4547)

Country United States
Date From 26-Jul-2011 A/

Submit Cancel

Figure 16

After selecting ‘Submit’, a Confirmation page displays. Your changes have now been updated to
your personnel record.

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 Address | Correction | | | Add |
Select Street Address |Build'|ng Number |Su'lte, Room Number \C’ltv |State |I'|p Code |Countrv \Start Date
123 Ave G Bldg 499 Suite E, Room 102 Universal City ™ 78150-0000 United States 26-Jul-2011

Figure 17
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The Disability tab contains your current disability code.

To update handicap code select from the drop down list using the down arrow. Once you have
selected the appropriate code, select the ‘Update’ button.

7~ N\

Profife | Disability | Lquage  Frhnicity and Race | Fergency Contact | Fducation  Training | Certifcations/Licenses  Awards and Bonuses
Disabiisg e 1do not have a disabiity

Updahe Disabilty Code %

ICE MySiz ICE PAAVI FAQ Home Logowd Holp

Figure 18

The Language tab contains your languages and ‘Consent to Share and Release Language
Information’ information.

Profie | @bty | Langusge | [thoWty and Race | Dmerpency Contact | Education | Traking | Certifications/ Licenses | Awards and Bomses
TP Yoo o IF the evikustion method 15 S Appraisal/ Certfication. To UPDATE the information contained in 3 laguage ares, you mest select it First. Sesect the DELETE butten to permanently remove & language From your record,
5
Add
Sekect Language Proficency Level Reading Proficency Speaking Proficency Listening Proficency Writing Profidency Saurce S o SartOate  End Date
aind,
Consen i Rchease: Larsguage Information

ICE Mylliz ICE PAAVE FAQ Home Logoat Help

Figure 19

You can ‘update’ proficiencies in an existing language, ‘delete’ a language or ‘add’ a new
language to your ‘My Biz (NAF)’ record.

Select Language [ Update | Delete | | | Add |
|Profici Readi ;"r king |l' ing |WI'lt'|ng Work start [End
SelectL Level |Profici |Profici |Profici |Profici Source Experience |Evaluation Method Date |Date
 German - Proficient Profident Profident Proficient Proficient Self Study - Teacher  Self 26-
——p @ D Post-Secendary Appraisal/ Certification Jul-
Education - F5 2011
F
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To ‘update’ an existing language you must select the radio button next to the language, then

select the “Update’ button. Once all changes have been made, select the ‘Submit’ button to save

your changes.

US Fed Language

* Indicates required field

Employee

Employee Mumber 292946
Work Email Address

Language Proficiency Source
Language Work Experience
Language Evaluation Method
Start date

End Date

Employee Mame CPMS Della, Annelle 7

Language Information
Language Identifier German - DEU 2!
* Language Proficiency Level Extremely Proficient - @
Language Reading Froficiency  Proficient - @
Language Speaking Proficiency  Proficient > @
Language Listening Proficiency  Proficient > @
Language Writing Proficiency  Proficient - @

Self Study - Post-Secondary Education - F5 ~ @
Teacher v @
Self Appraisal/Certification (&
26-Jul-2011 14:24:38 CDT

=]

(example: 21-Sep-2005)

conce

4

Submit Cancel

Figure 21

To “delete” an existing language you must select the radio button next to the language, then

select the ‘Delete’ button.

Select Language [ Update || Delete | | [ Add |
Proficiency | | peaking Li ing IWriting Work rt |End
Select L Level |Proﬁcienqr |Prﬂﬁc'|ency Proficiency  |Proficiency  |Source Experience [Evaluation Method Date |Date
German - Extremely Profident Proficient Proficient Proficient Self Study - Teacher Self 26-
~ DEU Proficient Post- Appraisal/ Certification Jul-
- Secondary 2011
Education - F5
Arabic-  Limited Ho El tary or El tary or El tary or Military School Self 26-
@ fragi- QAT Knowledge Proficiency Limited Limited Limited other than DLT Appraisal/ Certification Jul-
Knowledge  Knowledge  Knowledge - ED 2011

Figure 22

Once you select the “delete’ button, a notification will appear, select on *Yes’ to delete, “No’ to
return to the language screen.

Department of Defense

B2 Favorites v ICE MyBiz ICE PAAV3 FAQ Home Logout

M Navigator v

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

(Mo | [ ves |

Figure 23
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To ‘add’ a new language you must select the “Add’ button.

Select Language | Update | Delete | | [ Add |
Proficiency |Readi Sp g Listening 'Writing ‘Work \Start |End
Select 1 Level |Proﬁc'|ency Proficiency |Proficiency |Proficiency [Source Experience |Evaluation Method Date |Date
_ German - Proficient Proficient Proficient  Proficient  Proficient Self Study - Teacher  Self 26-
2 DEU Post-Secondary Appraisal/ Certification Jul-
Education - F5 2011

Figure 24

Use the drop down menus to select the appropriate data for each data field. Once you have
completed ‘adding’ your new language, select the ‘Submit’ button to save your language.

Language Information

Arabic-Traqi - QAL - @
-

HNo Proficiency - @

Elementary or Limited Knowledge ~ (&

* Language Identifier
= Language Proficiency Level  Limited Knowledge
Language Reading Proficiency
Language Speaking Proficiency
Elementary or Limited Knowledge ~ (i
Elementary or Limited Knowledge ~ (i

Language Listening Proficiency
Language Writing Proficiency
Military School other than DLI - ED - @
- o
Language Evaluation Method  Self Appraisal/ Certification @
Start date 26-Jul-2011 14:31:39 CDT
End Date =)
(example: 21-Sep-2005)

Language Proficiency Source

Language Wark Experience

'

Submit ‘

Cancel

Figure 25

After selecting *Submit’, a ‘Confirmation’ page displays allowing you to ‘Print’ your
information. To return to the ‘Language’ tab, select Continue Updating Your Information |ink to

continue updating your work information. To return to the ‘My Biz (NAF)’ menu select on

View Your My Biz Account |ink.

Sell Service Language Capability Conlirmation Nolice
Confirmation

Congratulations

1. Language

2. Language Profidency Level

3. Language Reading Profidency

4. Language Speaking Proficency

5. Language Listening Proficiency

6. Language Writing Proficiency

7. Foreign Language Proficiency Source

8. Language Work Experience (Duty Type)
9. Language Evaluation Method
10.Language End Date

What do you want to do now?

vour language capability has been updated as of 26-Jul-2011 14:31:39 CDT.

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

Print Conlirmation |

Arabic-Traqi - QAI

Limited Knowledge

No Proficiency

Elementary or Limited Knowledge
Elementary or Limited Knowledge
Elementary or Limited Knowledge
Military School other than DLI - EOD

Self AppraisalfCertification

rd

Figure 26
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Retiring & Separating Employees Consent to Share & Release Your Language Information

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 now and/or before
retiring or separating since 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
I iency ‘Reading : peaking |L'|stening |Writing \Work |Start |End
Select Language |Leve| | jency | jency | iency |Proficiency |Source Experience || ion Method Date |Date
German - [Extremely i i i Proficient  Self Study - Teacher  Self 26-
DEU Proficient Post-Secondary Appraisal/ Certification Jul-
. Education - F5 2011
Se If Ce rtl fl ed Consent to Share and Release Language Information
Lan uage he information you provide in this section will only be used upon your separation or retirement from the Federal Service.
g g TF you have self-certified or formally tested language infarmation stored in your employee recard (see My Biz, My Informatian, My Language Information tah), please
I nformation 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 ather 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
Consent tO and/or regional expertise.
ContaCt/Share Yes ~| Iconsent to being contacted by the Department of Defense to provide possible language support in times of need, crisis, andfor national emergency.
\ Yes v Iconsent to the Department of Defanse sharing my information with other Federal agencies for the same purposes.
\ Update

1. Review the Consent to Share and Release Language Information section and make
appropriate selection.

Notes:
a. If avalid work email address is in “MyBiz (NAF)’, Update My Information,
Profile, Work Email Address data field, then you 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 work email
address in ‘MyBiz’ or you add an email after you initially *‘Updated’ your
Consent to Share and Release Language Information; however, you can print
the ‘Confirmation page’ for your records.

2. Select either “Yes’ or ‘N0’ in the section 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 contacted by the Department of Defense.

=
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3. Select the “Update’ button if you updated your information.

Select Language | Update || Delete | | [ Add |
Proficiency | di | peaking Li (Writing ‘Work Start |End
Select L Level ‘Pmﬁc‘lenqr |Proﬁc'|ency Proficiency |Proficiency |Source Experience |Evaluation Method Date |Date
German - Extremely Proficient  Proficient  Proficient  Proficient  Self Study - Teacher  Self 26-
DEU Proficient Post-Secondary Appraisal/ Certification Jul-
Education - F5 2011

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.

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 v the Department of Defense sharing my information with other Federal agencies for the same purposes.
Update

Figure 28

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

4. Once you submit your information, a *‘Confirmation’ page displays allowing you to
‘Print” your information. To return to the ‘Language’ tab, select

Continue Updating Your Information |ink to continue updating your work information. To return
to the ‘My Biz (NAF)’ menu select on View Your My Biz Account [jnk.

Condant 1o Share and Release Language IMormation ko Federal Employees who ane Retiring! Separating
Confirmation

Congratulations, your 'Consent to Share and Release Language Information® has been updated as of 26-Jul-
2011 15:12:38 CDT.

1f 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 : [ consent to being contacted by the Department of Defense to provide possible language support in times of need, crisis, and/or
national emergency.

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

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

Print Conflrmation

Figure 29
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Ethnicity and Race tab contains your ethnicity and race.
N\

Profile  Disabiity Lan [thnicily and Race  En ency Contact  Tducation  Training  Certifications/Licenses  Awards and Bonuses
View Privacy Act Statement

n, Mendcan, Fusrta Rican, South or Central American, or Spantsh culture or orign, regardiess. of race

Black

At Herwasan or Othes Paci

BEEBBL

Submit | | Prink SFiR1

Cancel

ICOE NyBiz ICE PAAVE FAQ Home Logen Halp

Prvacy Statnment

Figure 30

To ‘update’ ethnicity and race, answer the *Are You Hispanic or Latino?’ question and use the
drop down menu to view to select either “Yes” or “No’. Once you are ready to update, select the

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

View Privacy Act Statement

To view the SF181 Privacy Act Statement, select the button.

= Department of Defense

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 1997 Revisions to the Standards for the
Classification of Federal Data on Race and Ethnicity. Providing this information is wvoluntary 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 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,
howewver, other agency sources may be used to obtain it.

Close Window

Figure 31

The SF181 can either be saved to your computer using the “‘Save’ button or can be ‘opened’ and
printed. To open the SF181 select the *Open’ button.
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File Download

Do you want to open or save this file?

iy Mome: 3F181.pdf

[ oeen J[ seve | [Cocca ]

= Whie fles from the Infemet can be useful,. some fles can potentialy
@ harm your compuer § you do nat st the sauns, da not apen or
wave this e, YWhat's the dek?

Figure 32

SF181

To print the SF181 select on the printer icon = or select “File, Print’. To exit this page, select
‘File’, “Exit’.

P 5.0 ofPe o IN@agEmenrt ETHHICITY AND RACE IDEMTIFICATION
Gakde © Pe o e | D3 Strdands (Fleaze read tie Pruacy ActStEeme rtaed heirctions betore comp ktiig fam )
Name (31, Fret, Miadk hkBn S0cH|Sec by Nimber BItidaE ot 3wd Veah
Month, Year

A hcy UZe Oh iy
24 hiay 2006 05 44 Phd

Frivacy Aot Staternert

Bthnicity and rac= information is requested under the authonty of 42 U5, C. Section 2000e-16 and in compliance with
the Office of Management and Budget's 1997 Renisionsto the Standards forthe Classiicaton of Federal Dat@ on Face
and Bhnicity. Prowding this information is woluntary and has no impact on your employment status, bt inthe instance
ofmizsing information, wur emplowng agency will atempt to identify wour rAce and ethnicity by visual ob sereation.

This information is used as necessaryto plan for e qual employment opportunity throughout the Federal govemment. k
isalso used bythe UL 5. Office of Personnel Management or employing agency maintaining the reconds to locate
individuals %r personnel resaarch or survey respon=e andin the production of summany descriptive statistics and
analgical studie = in support o fthe fndtion or which the records are collected and maintained, or for related wordonee
studies.

Sodal Security Mumber (55M)is requested under the authority of Exe cutive Order 9397, which requires 55 be used
for the purpose of unitorm, ordery administration of personnel record 5. Providing this ind nmation is wlun@ny and failore
to do o will hawe no effect on wur employment sEts. § S5Mis not provded, how ewer, other agency sourees may be
uszed to obtain it.

Spacfle MrfrueHone: The wo quesBonz below 3k der Qued © Hewty yor retin ichy avd @ce . Regardle 1107 yoUr snEter i
quanion 1,90 & quarton 2.
Quartion 1. are ou Hispanic or Lalino? gipe son of Cebay, Mex bar, P e e Ricar, Sovt orCe vial &me rkan, or ote 1
Spank b ot orongh, regardkess of @ )

[ ez [E No
Quartion 2. PEase rekcttle @cElcaE gonyorcabegodes with wibch yvion mostokosel e ity by pBclg 2 0 b e ppopiEe
box. Checkaz mavy & 3pply.

R&C AL CATEGORY
{Check 35 mawy & 3ppkY DEFINITION OF CATEGORY

CJame ricar nd B or 4B Natle AP0l kARG OMGIE b 3y aThe orghalpecpks of Nafth 3nd Sont amerka
fhcindig Cen B3l Ame tog), avd wio ma @ thoal amiaton or comm x oty
atacimert

Oac AP0l KNG ORI b 3y aTte orghalpeopks oTtie Far E3st Sortleatt
AgB, orthe dE@w ebcorthe it heldhg, Brecanpk, Canbod@, Chia, hdaE,
Japay, Korea, MaEysts, Pakktay , e Phllpphe EEwdz, ThalEsd, 2vd Wieham.

I8 ek or Atrican Amerkan A person hAukgonghs b 3ryothe bBck AcElgoVps oTATTEE.

OO natue HawalEs orOtie rPacme BT | & pereok k20 G ONGIE b 3wy oTte orghal peopk s 0T Hawall, G 1am , samea, of
othe r Pachic EBids.

= wtte A person h3ukgonghs b 3ryottie orghalpeopks of Exope, the Middke East, o
Motk &1ic3.

Figure 33
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Emergency Contact tab contains your emergency contact information.

March 2012

Select the link to “add, change or remove’ your emergency contact information.

—
Profile Disability Language Ethnicity and Race ency Contaci

7

Figure 34
Adding Emergency Contact Information

To add an emergency contact person, select the ‘Add’ button.

home or place of work.

\‘Nute: The information you provide here will be viewable by your supervisory chain and HR Office and will be used in the event of Matural Disasters or National Emergencies.

Emergency Contact

Select Name Primary Contact Home Number Work Number Emergency Contact Email Address
No results found.

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

Print Receipt

Continue Updating Your Information

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 who is not located within a 100 mile radius of your

Figure 35

Complete the following: ‘Name’ (first, middle, last), ‘Email Address’, Primary Contact,

Residence Address’ and ‘Phone Number(s)’ and select the ‘Next’ button.

/

Emargency Contsct : Add

ST T -
Emyplior
Girietal Lfortat
‘.
-
mary Contact AU

TP o st Gdd Gy coatacts thal sre wnder the Sge of 10,

Resshilencn Address

SITEP Yt you chinck the "L iy sddnads lor Bl perscn™ b’ eimoloyes’s bidriits of record will pegulats o tha Emécges

Phomno lambers.
Type sy Duzlerte
e - |

A AnoAher Row

Figure 36
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Select the “‘Submit’ button to save your information. Select the ‘Back’ button 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’ button.

Sabmit

|:|F|:||1"I' F._Ir |'||I'1'Ir|.1|:-'|ll““'I,'\'I:'W
Camos] Primtable Page Back
# TP Tt ¥ & ol badays dale
plopee Ham Employes Humber 46
Husiness Group
BEHE TR O
Pl Laln Conbact
pConvtact
Proporssd
Relatomiblp Type Enerqency Cordnc
Firsd Hama Frsthame
ikl Fasmne sddetiame:
Lot M Lssthisme
manll Address Foutiamedhotmal oo
Primary Contact ves
Redationship Began On 77 Jub- 2011
Hesides With e ves
hose
Trasprsl
Hoames 555 3553500
Cancil Printabie Pagi Back St

Figure 37

Updating Emergency Contact Information

To ‘update’ information on an existing emergency contact person, first select the radio button

next to the contact’s name, and then select the ‘Update’ button.

1 ;-': ¥ I.IJ' Irploym ek
T T i
Empionye
B mergesny Condaat
Select [imbrgoncy Conlaect | Updato Romervn | | | A
Priwnary
Saple] Mg ol Horme Famsbaer Work Bumbser Esergency Contact Emal Address
P vy“"'__l destabing 555 3553500 Fersztiame& hoomadcom
T T ¥ L.
Primt Recoipd
Figure 38
ﬁ‘
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Make the necessary updates and select the
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‘Next’ button.

Imargency Contact : Update

= TIF Do mot add any conkacts that are under the age of 18

Resabence Address

e bay Ui =y Sckdness for i person® B ineut vour EDAERCT S

2| thve ey adddress for this peraon

Phome Bumbers

Type Munsber Dedete
Home - | 5555545500 ]
* | 5555855200 ]

Add Anobiver R

= TIP This infrmation is curment ag of tnday’s date.
Empicryes Name
pige o prirvide emer tactirormator
atesrequred Sebd
Gerneral Inbarmistsn
*Frifbame Fstame
Mede fame  Mddelame
"LastMame  LasPiame
Emad Acdress

PFarsthiam ephotmal com

#|Prmary Contact WY

# TIP Wher you chec the "Lige my ackdress Sor S perion” b, srrptoyes s ackdren ofrecand

[t ] [

Cance| r.u—_-;t‘l

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’ button to

Figure 39

save your information. Select the “‘Back’ button 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’ button.

Update My Information: Review
Printable Page Back Sulbmat
TIP This information s asvent
Employes Bumber
Floata reaew C YU maust select the “Submit™ button (o seve your changes
Maintain Contact
Contact
Current Proposed
First Mame Firsttiame Firsibiarme
Last Nanse Lasthame Lastiame
Pheona
Current Proposed
Homee 355-355-53300 355-355-5500
Work 555-555-5200 O
i Printabie Page B Suibimit P
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A *Confirmation’ page displays when your information has been submitted. To return to the
‘Emergency Contact’ page select, the ‘Return to Overview’ button.

Department of Defense

ICE ICE PAA
M Navigator v B Favarites ¥ MyBiz V3 FAQ Home Logout Help

Your changes have been applied.

" Return to Overview

Figure 41

A *Warning’ page will be displayed if you selected ‘Cancel’. If you want to cancel and exit,
select the “Yes’ button. If you want to return to the previous page select the *‘No’ button.

Department of Defense

n Navigator v B Favorites w ICE MyBiz ICE PAAV3 FAQ Home Logout
A Warning
Do you want to cancel this action?

Your new action will be canceled.

Figure 42

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’ button.

Update Uy intoimatica
 TRP Thiz indormatio wrrent & of iodey's date
Empirpte Hame
Losergenry Condact
i I ASd Sumiod ¥ = L 7 ™ vail of & G4 [ &y O P : g
= Coing ¢ Wiy di, Sebect tha f n Wi fdlect the ML
B % prified, ond .- ty -
o
Motz Thea inirmmtion you provhid .-.r,.y/ can n . b et o o
s ripeay Casladt
Sedoct Imergoncy Coatect | Updabe || Romows | | | Sdd
Prismary
Saplenl M Tt Homse Bamsber Work Humsber Esergency Contact Emal Address
& Lasthaita, Frstlams e 555-555-5500 Firssiama@ hotmad com
— Mgy
="TEP T Werwy or Frind your Riceipl, prems the befios below
Print Recoipt

Figure 43
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Once you have verified that you selected the correct person to remove, select the *‘Next” button to
continue.

Ramowve Contac

Cance| Mt
= TIF This information is cament as of todey's date.
Employes Hame

To remsve
* Indicates re

, Siegt the next bution. To cancel this action, select the cardel butin

Name Lastiames, FirstMame MiddkeName
Relaborshsg [mergennl Contact
End Date  27-Jul-2011

(illu’._ﬂ IIL'zt |

Figure 44

Select the “‘Submit” button to remove and save your change. Select the ‘Back’ button to return to
the previous screen to make any necessary corrections. To print this information, select the
“Printable Page’ button. To exit without removing your contact person, select the ‘Cancel’
button.

Review
Cancel Printabis PFage Hack Subymit
=TI This information is oament as of todey's date
Employee Hame Employee Humber
Busingss Group
Pleads rénditw your changis, You must select the “Submit™ button to Save your changes
Delete Contact
Femawied
Contack Name Lasthame, Firstiiame Middetame
Contact Type Emergendy
Relathonship Emergency Contact

End Dt 27-Jul-2011

Cawivc] Primtable Page Bawck Submit

Figure 45

A ‘Confirmation’ page will display when your information has been removed. To return to the
Emergency Contact page select the ‘Return to Overview’ button.

3 Department of Defense

ICE PAA
™ Navigator v B Favorites v V3 FAQ Home Logout Help

Your changes have been applied.

Return to Overview

Figure 46

=

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)

Systems, Testing, Training and Requirements Division Module 2, Chapter 3, My Biz (NAF) 19



March 2012

A *Warning’ page will display if you selected ‘Cancel’. If you want to cancel and exit, select the

“Yes’ button or to return to the previous page select the “No’ button.

5 Warmning
Do you want te cancel this action?

Your new action will be canceled.

Department of Defense

ﬂ’l'-lavigatc-rv B Favorites v

ICE MyBiz ICE PAAV3 FAQ Home Logout

[no] [yes |

Printing Receipt

Figure 47

To print a receipt, select the button.

Ugsdase iy informaion
2 TP This irllormation i curment sa of todey
Empioyes Mame

Emergeny Condact

vt ity sl st

Primt Reo

Select [mergoncy Contact | Updatn || Romows

|| M

o Mumsbery Work Huisbeer Esergendy Contact Emal Addross
555-555-5500 Fersmtimm- hoomusd oom

Primary
el M ot
Lastiame, Firstilame o
Mutdlehiama
“THP T Vi furce / i

Figure 48

The receipt can either be saved to your computer or can be opened and printed. To open your

receipt, select the ‘Open’ button.

Do pou want to open or save this file?

(ke

v

File Download gl

Name: DD93.pdf
Type: Adobe Acrobat Docurment
From: sylvestr.dcpds.cpms.osd.mil

DOpen ] [ Save ] | Cancel |

‘while: files from the Intermet can be useful, some files can potentially
harm pour computer, |f you do not trust the source, do not apen ar
save this file. What's the risk?

=

Figure 49
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Printed Receipt

To print your ‘Receipt’, select on 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 "

firat lazthame

123-456-7899

Employee Name

Payroll update pending Pending TX US

Contact #1

Yes

First

Middle

Last
first.last@email.mil

123-456-7899

Figure 50
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The 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 orvocstional certficate. |jnk.

Profike  Disabiity Language [thaicty and Race  [mergency Conlal Education  Triining  Cestifications/ Uienses  Awards aml Donuses

ate | |

Solect Cducation Update Source Dducatien Level Instructional Program ¥ear Dagrea | Cert Attamed Credit Hours Crodit Type Typa Of School College: Major Minor Academic Institution famse
Salt Cortifind Assockata Dogrea Accounting and Finance (S30304) 7011 1510 Samastar Hours Junkr Collegs Major Feld of Study Alpena Community Collage, Alpena M1
High school graduate or certificate of L

Figure 51

Adding Education Information
To ‘add’ education information, select the _Add | pytton.

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.

K

Colloge-
Viaar Degres | Credit Major-  Academic Institution
Cert Allained Hours Credit Type  Type OF School Minur Hame
1988 DIZR  Semester  Junior Colege Minor Fiekd The Unaversity of Texas
Hours: of Study  at [l Pasa, [ Paso TX

2002 DUSD  Semester  Colege or University  Major Fiekd CCAF AL (TYP)
Hours of Study

2011 0040 Othor Vocational Trade or — uaor fiaks New Mexico Institute of
Jequt s Technickans, Other (Classroom)  Tech School (Aove  of Study  Mining and Techiology,
[151299) High Schood Lewed) Sacorro HM

Figure 52

The *Add’ page displays. Enter information for your educational update below. For additional
information on a specific data field, select the 2 jcon.

Note: To search for your specific education information, select the %{flashlight located
next to the data field you are updating.
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To search for your spedific education information, select the search icon located next to the data field you are updating.

Education Information

Sulynit Cance]

Figure 53

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.

s
%
g

To search for information for a specific data field, select the
screen displays.

icon. The following Search

Search and Select. Instructional Program

w oor simply select the 'Go’ b
s select "G’

BBush and the

Salect Quick Selact Instructional Program Coda Instructional Program Doscription
warch

Figure 54
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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

Hext 10 )ink (see Figure 55). 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’ % icon or selecting the
radio button in the *Select’ column and then selecting the ‘Select” button.

cch by Fducabanal Level Description ~ o
Results
\km Quibck SaAallnnal Lenval Code Fducational Level Description
-‘ 10 e

Figure 55
The selected information auto populates into the appropriate data field.

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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=4

To search for your specific education information, select the =

Education Information
* Education Level |Master's degree B D]

Instructional Program

flashlight located next to the data field you are updating.

Year Degree / Cert Attained
(example: 1972)
Credit Hours
(example: 1510)
Credit Type ,,;?
Type Of School |

L N P 4

Academic Institution Name |

Figure 56

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

o4

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

Education Information

o
A ing and Business/M (520305) | #o

+* Education Level ‘Master's degree

Instructional Program

‘Year Degree / Cert Aftained | 1998

{example: 1972)

Credit Hours

(exarmple: 1510)

P

Type Of Schoal ‘Cnllege or University

College-Major-Minor | Major Field of Study ,,5?

Academic Institution Name ‘Brandeis University, Waltham MA

Figure 57

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.

FAQ Home Logout Help

=== FLECTRONIC 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 nol more than 5 years, or both, according to federal law, Additionally, this may result in disciplinary action up to

and including remaval from Federal employment,
\ By clicking the 'Process Transaction' button, I understand that my DCPDS Portal login information is my electronic signature in effecting this
Lransaction.

1 acknowledge and wish to PROCESS THIS TRANSACTION

Process

Cancel Iransaction I do not acknowledge and wish to STOP this transaction.

Figure 58

DCPAS

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)

Systems, Testing, Training and Requirements Division Module 2, Chapter 3, My Biz (NAF) 25



March 2012

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 Confimmation Notice

Confirmation
Congratulations il»—.»ame,r'-smm . your education has been updated as of 27-Sep-2011 10:39:38 CDT.
1. Education Level Bachelor's degree

Human Resources Management/Personnel Administration,

2. Instructional Program General (521001)

3. Year Degree [ Cert Attained 1988

4. Credit Hours 0128

5. Credit Type Semester Hours

6. Type of School Junior College

7. Cellege-Major-Minar 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

it do you want to do pow?

Figure 59
Updating Education Information
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.

ducation b

Lebucat® Year College

Update Degree | Cert Credt Major-  Academic Institution
eog) oot Abucation Lavel Imstructional Program Altained Hours  Credit Type  [Type Of School Hinar Mame:
@- eholor's degrea Thuman Resousees C o em 0138 Semostor  Junioe Coogo Minar Flold Tho Bsivarsity of Teas
Management | Personned Adminkstration, Hours: of Stdy  at £ Paso, B Paso TX
General (521001}
Assackate Degres thuman Resources 2000 0060  Sesmostor  Collego or Unkversity  Major Fiskd COAT AL (TVP)
Management | Porsonned Adminkstration, Hours of Stusdy
General (521001}
Sell Cortified Two years college Security System Instakition, Repair, and 3014 Semontor Turiese Coleger
Inspaction Technology, Techeician Hours
{arm110)
Self Cortified Terminal occupationsl pryre-  CompuLer Enginesring 011 B8 Obher Vocational Trade o Major Tiekd i Mexicn Institute of
et of comp diploma fequiv  Technologies| Technicans, Other (Chassroom) Toch School (Above  of Stady  Mising and Techaology,
{131299) High School Livel) Socoamo i

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 a warning.

1\ Warning

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

Figure 61
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The “Update’ page displays with existing information auto populating in the data fields (see
Figure 62). For additional information on a specific data field, select the 2 jcon.

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 f icon or update your information
and then select the ‘Submit” button.

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

To search for youl salact the « located next to the data field you are updating.

Education Information
= Education Level | Tarminal occupational program-did not complate #O
Manutacturing T ician (150613) rgol

Instructianal Program

‘oar Doarae / Cant Attained
Credit Hours D034

Cradd Typa | Semester Hours
Type Of Schaal e
College-Major-Minor &
Academic Institution Marme \\?'

[ Subrmit | [ Cancel

Figure 62
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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.

ICEPAA
Vi

B Norgesr . 8 Taiev

5% ELECTRONIC SIGNATURE ***

and inchiding removal from Fedeml employment,

By clicking the ‘Process Transaction’ batton, | understand that my DEPDS Portal login information s my electronic signature in effecting this
Eransac tion,

T acknowledge and wish to PROCESS THIS TRANSACTION

Canel Transaction 1 dho o0t acknewledge amd wish te STOP Uis lransaction,

FAC Home Lopout Help

WARNING: Be advised that any false statement in this tramsaction, or willlul misrepresentation, Is a vielation of the law punishable by a fine of not
maore 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

Figure 63

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.

N\

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
. H Resources M; t/Personnel Administration,
2. Instructional Program 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?
[Continue Updating ¥our [nformation
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 1938 0128 Semester Junior College Minor Field The University of Texas
Management/ Personnel Hours of Study  at El Paso, El Paso TX
Administration, General (521001)
o 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- Comp gineering 2011 0040 Other Vocational, Trade or  Major Field New Mexico Institute of
cert of comp/ dipk Jequiv  Technologies/ Technici Other (Classroom) Tech School (Above of Study  Mining and Technology,
(151299) High School Level) Socorro NM

Figure 65
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The Training tab contains employee’s training information.

Select the = Training  tap to add or delete your training information. The link takes you to the
Training Information page.

Profl: | Disablity | Language | Ethakdty and Race | Fmergency Contact | Educat] ertiications/Lcenses | Awards 3

unly e wpdabed by your Uraining office,

ormation, first sehect Chee training entry and then sebeet the DELETE butts

.
Seduct Details Trng Upidate SOUTS Tring Courve Tithe Trmg Start Date Trmg Enel Date
Solf Cortifiad MICROSOFT WORD 7.0 11-0ct-3011 15-0ct-3011
Training Detads
curs 40 ure 0
odo 13 - Clerical { " ¥ A/ de 01 - Gavernment Tntermal (Alr Force)
ode WV-AFIT Air Force Tech Order Acq Mgt Sys230 S 03 - Techaclogy Based (Software tutoriaks, OO ROM, Web-
based, Interacthie medi,
Exseatial
oo dentified by Supervisor ) - Rew reg) pe 02 - New Work Assigament t (Rew technakgy)
Training Cost Detais
ves 00 Trmioing Infammation o
sts 00 ——wl— (0]
Per Di oo
Othor Datails

Indizater Mot Applcabie
sda 04 - ot Applcabin

Print Training Report

Figure 66

Adding Training Information. To add training information, select the _Add | hutton.

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 v Next10 &
Select Details Trng Update SOUTCE Trng Course Title Trng Start Date Trng End Date
=) A2N0V Self Certified ALL CAPS FOR COURSE TITLE 26-Sep-2011 30-Sep-2011
0w verified ACQ 451 (DAU) INTEGRATED ACQUISITION FOR DECISION MAKERS 03-Aug-2010 05-Aug-2010
= Sh e ACQ 450 (DAU) LEADING IN THE ACQUISITION ENVIRONMENT 27-Jul-2010 29-Jul-2010

Figure 67
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The *Add Training Information’ page displays (Figure 68). Enter information for your training
update below. For additional information on a specific data field, select the %~ icon. In some

instances, the 2 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

Submit Cancel

Tip: A training addition will not be added if the ‘Training Start Date’ and the "Course Title’ are an exact match to a course already displayed in My
Biz.

Employee

Employee Name
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. To view an example of the SF 182 via the
OPM wiebsite go to https://www.opm.qov/forms/pdf fill/SF182.pdf. Tip: Right mouse click on link and select Open in New Window. In some instances, the List of Values provided below will have more
than one definition for a code . Select the most appropriate definition.

Figure 68

Notes:

1. To search for your specific training information, select the ’ﬁ?flashlight or ¥
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 12" of the
month, the system will display a format error.
e 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).
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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r
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i

To search for information for a specific data field, using the
displays.

, the following Search screen

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

No search conducted.

Cancel Seleck

Figure 69

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

Hext 10 ink (Figure 70). 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 70). 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.
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Search and Select: Agency Type Code

Search

Results

=

0Fe" | Ohe® | OG- | O | OG- | OGe" | DG

IS

Select Quick Select

Search By Agency Type Code Description +

Agency Type Code
07ACQ

07AFB
07AVN
07BSM
07BUS
07CIP
07CMM
07COoM
07DAU

Cancel Select

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.

[eo]
e

<) Previous 1-10 v MNext 10 G
Agency Type Code Description
DLA-Acquisition
DLA-Accounting, Auditing, Budget & FinMgt
DLA-Aviation
DLA-Business Systems Modernization
DLA-General Business
DLA-Corporate Intern Program
DLA-Commodities
DLA-Communications

DLA-Defense Acquisition University

Figure 70

Search and Select: Agency Type Code

Search

Results

Select

Quick Select

*

00+ | 0G| DG | OGe" | 00" | O | 00 | 06

e

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

Search By Agency Type Code Description = NSPS%

Agency Type Code
NSPKE

NSPLE
NSPPA

Cancel Select

en select 'Go'. To select your Type Code, select the 'Quick

(&

<) Previous 10 31-40 ~ Next 10 &
Agency Type Code Description
NSPS - iSuccess Web Based Training (Emp)
NSPS - Pay Pool Web Based Training (Emp)
NSPS - Change Management (Admin)
NSPS - Change Management (Counsel)

NSPS - Change Management (Emp)

(
(
(
NSPS - Change Management (HR)
NSPS - Change Management (Supv)
MNSPS - Change Management (TrainTheTrainer)
NSPS - Change Management (Sr Exec)
MNSPS - Communication (Admin)

<) Previous 10 31-40 ~ Next 10 &

DCPAS
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The selected information auto populates into the appropriate data field (Figure 72).

Add Training Information

| Submit | [ Can
Tip: A training addition will not be added if the ‘Training Start Date’ and the ‘Course Title' are an exact match to a course already displayed in My Biz
Employee
Employee Mame 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 https.//www.opm.gov/forms/pdf_fill’'SF182 pdf. Tip: Right mouse click on link and select Open in
New Wi

Window.
* Indicates required field
* Course Title |

= Training Start Date l:l

Training Details

* Training Duty Hours D@

Acquisition School Source ‘

= Training End Date l:l

= Training Mon-Duty Hours l:l.@
o
M)

= Training Sub Type

v

* Training Source

NSPS - Change M

—

= Agency Type

D>

—

v

* Training Delivery Type

= Priority Indicator

= Decision Source

* Training Purpose Type

Figure 72

Once all the applicable information is entered, select the ‘Submit’ or *‘Cancel’ button (Figure
73). 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 75).

* |ndicates required field

* Course Title |NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS

* Training Start Date
Training Details
= Training Duty Hours
Acquisition School Source
= Training Sub Type
= Training Source
= Agency Type Code
* Training Delivery Type
* Priority Indicator
* Decision Source
* Training Purpose Type
Training Cost Details
= Training Travel Indicator
* Tuition and Fees §
= Travel §
Other Details

Course Number Code

02-Mar-2008 19}
RS

= Training End Date |02-Mar-2008

* Training Non-Duty Hours

Mandated Training

D

4o

Government Internal

v

NSPS - Change M

t (Emp)

&2

Technology Based (Software tutorials, CD ROM, Web-based, Interactive media, etc) V|@

Critical/Mandated ~|(®

Mandated NOT Organization Annual Training Plan or Individual Development Plan V|.@

Future Staffing Needs

i

No b
Ca—
I
o ®

* Books & Material Costs §

= Training Accreditation Indicator | Not Applicable v (1)

= Training Credit = Training Credit Type |Nul Applicable V|.@
Training Designation Type V|.@ Training Update Source  Self Certified
| Submit | | Cancel
Figure 73
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Message from webpage | PG

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

Figure 74

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.

Department of Defense

i Navigator v B2 Favorftes 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 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 clicking the 'Process Transaction' button, I understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

Process Transaction ll | 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

Privacy Statement

Figure 75
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Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 76) displays
allowing you to print your training information. Select the ‘Continue Updating Your
Information’ link to continue adding training information.

Confirmation
Co

CONOL BN —

(=]

What do you want to do now?

ngratulations 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

Training Delivery Type Code

10. Acquisition School Source

11. Priority Indicator Essential

11. Decision Source Agency Approved Academic/Education Course
12. Training Purpose Type 02 - New Work Assignment (New technology)
13. Training Travel Indicator No

14. Tuition and Fees 680.

15. Books & Material Costs 320.

16. Travel

17. Per Diem

18. Course Number Code

19. Training Accredition Indicator NA

20. Training Credit

21. Training Credit Type Code 04 - Not Applicable

22. Training Designation Type Code

To print this page for your rece ick on the print button below:

Print Confirmation

Continue 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)

Figure 76

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

criteria.

Training Information

Select Object: | Delete

¥TIP  To Print a Training Bri

below

+ Show self Certified

[T Select Date Range and Sort Cntei/ ete)

Print Training Report

| [ Add

Trng Course Title

'WINDOWS VISTA 2011

HSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS

ief, select the button

SIMPLER LEAN VISUAL MANAGEMENT DRXPIS7970016VS

Trng Start Date Trng End Date

10-Jan-2011 14-Jan-2011
03-Mar-2008 07-Mar-2008
16-Jun-2005 16-Jun-2005

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°;

Figure 77
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If you choose to select a date range/sort, you are prompted to provide necessary selections.

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

Note: Calendars reflect a rgpa¢of years, so users may need to click several times to find the correct year (e.g., "Before 1995°; 'Before1980°;

[V] Select Date Range and Sort Criteria

etc.).
From Date j To Date j
(example: 28-Sep-2011) (example: 28-Sep-2011)
SortIrem  Training Start Date - Sort Order Descending -
Print Training Report
—
Figure 78

Once selections are made or you choose to print all, select ‘Print Training Report’.
You will receive a File Download prompt 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?

Ei- Mame: TrainingBrief.pdf
el Type: Adobe Acrobat Document

From: warlock.dcpds.cpms.osd.mil

Open ] [ Save ] [ Cancel ]

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

Figure 79
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If you open for print, you will receive a report published in Adobe Reader (*.pdf’). If thereis

more than one page, you will need to select the down arrow o to obtain the succeeding pages.

Completed Training History far
TRNG START TRNG END COURSE TRNG TRNG TRNG TRNG UPDATE
DATE DATE COURSE TITLE HOURS | TRNG DELIVERY NUMBER CREDIT | CREDIT TYPE | DESIGNATION 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)
U3 - Technaology
NSPS ADAPTING 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, P
Interactive media,
; 01 - Traditional
16-JUN-2005 | 16-JUN-2005 |MANAGEMENT | s | Ciassroom (no 00 el Self Certi
-2005 B erified
DRXPISTO70016YS technology, Applicable
classroom on-site)
Figure 80

Should you choose the save option in Figure 79, you will be prompted to select the location for

the file (Figure 81).

@ Save As

Savein: . dKRERWBJ

I Name

el | TrainingBrief[1]
Recent Places

Desktop

=l
Libraries
A

Computer

@
L 4 n
Metwork

File name: Training Brief[1]

-

Date modified Type
9/28/201112:16 PM  Adobe Ac

v Save

Save as type: [}\dobe PDF Files {~ pdf)

[ Coa )

Figure 81
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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 | Pelete | pytton.

Training Informgabiog

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 carrect year (e.g., 'Before 1995'; 'Before1980";
[¥] Select Date Range and Sort Criteria etc.) ge aryears, v year (.0 ’ ’
From Date To Date
{example: 28-Sep-2011) {example: 28-Sep-2011)
Sort tem  Training Start Date - Sort Order Descending -

Print Training Report

Figure 82

You will receive a warning prompting another decision.

Department of Defense

1 Navigator ¥ B Favorites v ICE MyBiz ICE PAAV3 FAQ Home Logout

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

ICE MyBiz ICE PAAV3 FAQ Home Logout
Privacy Statement

Figure 83
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If you select ‘No’, you will be returned to the Training Information view (Figure 82).
If you select “Yes’, you will receive a notice confirming the deletion (Figure 84).

Confirmation
Co

00 S Oh LA s LI N

w

1

-

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

ngratulations Last, First

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

Training Delivery Type Code

Acquisition School Source
Priority Indicator

. Decision Source

Training Purpose Type
Training Travel Indicator
Tuition and Fees

Books & Material Costs
Travel

Per Diem

Course Number Code
Training Accredition Indicator
Training Credit

Training Credit Type Code

your training has been deleted as of DD-MON-YYYY HH:MM:SS

NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS
03-Mar-2008

07-Mar-2008

04

00

32 - Federally Mandated Training

01 - Government Internal

NSPS - Change Management (Emp)

03 - Technology Based (Software tutorials, CD ROM,
Web-based, Interactive media,

Critical/Mandated

Mandated NOT Organization Annual Training Plan or
Individual Development Plan

04 - Future Staffing Needs

No

Not Applicable

04 - Not Applicable

22. Training Designation Type Code

Print Confirmation

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

What do you want to do now?

Continue Updating Your Information
Vievs Your My Biz Account

DCPAS
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The Certifications/Licenses tab contains employee’s Certifications/Licenses information.

Select the | certifications/ticenses | tab to add or delete your certifications/license information. The
link takes you to the Certifications/Licenses page.

Profike | Disabilty | Language  [lhnkily and Race | Emergency Contact | Education  Training | Certificalions/Uicenses | Awands and Bonuses
Thiz snctae displays your Cenificstions/Licenses. By updating thes infaemation, you are seif-cortifyng the dath you ester is walid, HUman Resources [HR) may request Ation
Cortifications/ Licenses — Other ; d ; farmation docs not inchude the capability to update acquisition or
TPs:

Certification/ Liconse: Date Issued Explration Date
Hotary Public 03-0ct-2011 07-0ct- 2016

[Sedect Objket: nn‘Jn-u-I | | Add
5 ate &

Figure 85

Adding Certification/Licenses Information. To add certification/licenses information, select the
_Add | hutton (Figure 86).

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 Certifications/Licenses —Other Occupational and Professional Information

I =ubmt | Lance]
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 doc for verification purposes. Some can only be updated by HR.

Employee
Employee Name
Work Email Address

Certifications/Licenses Information
*Indicates required field
* Type of Cerlification/License .,;? jo]

* Dale Cerffication/License lssued El
example: 16-Nov-2008

A A

Date CertificationiLicense Expires

(e
* InitialRenevral o]
NOTE: If, as a prerequisite to the award of this certification/license you did receive training, go to the Training Tab in MyBiz' to ensure the training is on file BEFORE
adding the certification/license.
* Training to Obtain a License? -0
« Training to Obtain a Certification? -0
Course Title F4o)

d
Class Graduation Date o
<
<«

GovernmentAmount Paii 0D o
Date Paid &l
NOTE: Date Paid should be prior to date Certification/License Issued
Funding Source o]

(tubmt) (Gancel

Figure 86
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The *Add’ page displays (Figure 86). Enter information for your certification/license update
below. For additional information on a specific data field, select the O

Notes:

1. To search for your specific certification/license information, select the ’ff,?flashlight

or “Idropdown located next to the data field you are updating.
2. Enter date fields using the format (02-MAR-2009) manually or the 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.
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).
e Calendars reflect a range 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 , the following Search screen
displays.

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 ~ M
Results
Select Quick Select Type of Certification/ License Code Type of Certification/ License Description
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

Hext 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

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 ~ Chief Mate% ﬂ
Results
Select Quick Select Type of Certification/ License Code Type of Certification/License Description
F =1 1LG Chief Mate Stm & Mtr - Great Lakes
\ © * 1MC Chief Mate Mtr Ltd Coast
® > /1MO Chief Mate Mtr Offshore & Oil
\.:. =1 imu Chief Mate Mtr Unltd
=1 15C Chief Mate Stm Ltd Coast
* 1SM Chief Mate Stm & Mtr Unltd
* 150 Chief Mate Stm Offshore & Oil
> 15U Chief Mate Stm Unltd

Cancel Select

Figure 88

The selected information auto populates into the appropriate data field.

Infoermation: Thiz section captures yvour Cerifications/Licenses . By adding this informsation you are self-cerifying the data you enter iz valid. Human Resources (HR)
may request you provide documentation for verification purposes. Some information can only be updated by HR.
Employee
Employves Mame
Wiark Email Address

Certifications/Licenses Information
*Indicates required figld
+ Type of Certification/Licenze Chief Mate Mt Unltd ,5?@
* Date Certification/License lssued
fexample: 16-Mow-2009

Date Cerification/Licenze Expires
fexample : 16- How-200970
* InttialRenewal v i3

HOTE: If a5 a prerequisite tothe aweard of this cerificationficense you did receive training, gotothe Training Tak in MyBiz' to ensure the training is on file BEFORE
adding the cerificationlicense.

* Training to Ohtain @ License? - [T
* Training to Ohtain & Cerification? ]
Courze Title @f.@
Class Graduation Date
Gowernment Amount Paid 00 (5]
Dste Paid

HOTE: Date Paid should be prior to date Certification/License lssued.
Funding Source -3

Figure 89
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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, as a prerequisite to the award of this certification/license you did receive
training, go to the Training Tab in ‘My Biz’ to ensure the training is on file
BEFORE adding the certification/license.

-
s
b

If training was received, select the flashlight 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
90). 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 91).

Add Certifications/Licenses—Other Occupational and Professional Information

cubmt | Lancel
Informatior: This section captures your CertificationsiLicenses . By adeing this information you are self-certitying the deta you enter s valid, Human Resources (HR)
may reguest you provide documentation for verffication purposes. Some information can only be uptsted by HR

Employee
Emplayse Name
Wiark Email Address

Certifications/Licenses Infi

“indlicates reguived fiskl
* Type of Cerfification/License  Chief Mate Mir Unitd .,f jol
~ Date CertificationiLicense lssusd  06-Dec-2007
(example: 18- Hov-2009)
Dete CertificationiLicense Exprres ~ 05-Dec-2010
(example: 16-Hov-2009)
+IniielRengwal  Initial D

NOTE: If, &5 & prerequisitetothe award of this cerlificationicense you did recelve training, gotathe Training Tabin MyBiz' to ensure the trairing s on fil: BEFORE
adding the certificationficense.

= Training to Obtsin a License? Yes v [0
* Training to Cktein a Certification? ~ Ho = (D)
Courss Ttis  DOROTHY_TEST_CERTIFICATION .;f’ﬁ)
Class Gradustion Dete

Government Amourt Paid 00 o
Date Paict BEo
NOTE: Date Paid should be prior 1o date CerlificationiLicense ssued,
Funding Source  Self- Employee Mo

Figure 90

r

Windows Internet Explorer &J

Form wvalidation failures:
I % Awalue must be entered for "Date Certification/License Issued”.

Figure 91

=

‘B

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)

Systems, Testing, Training and Requirements Division Module 2, Chapter 3, My Biz (NAF) 43



March 2012

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. If you select ‘Cancel Transaction’, you will be returned to main
page of Certifications/Licenses

j Department of Defense

1 Navigator ¥ B2 Favorites ¥ 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 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 diicking the 'Process Transaction’ button, I understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

T 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

Privacy Statement

Figure 92

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page 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 Confi ion 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 93

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

Certifications/ Licenses — Other sanal and Professional San docs not include the capability to update

s

© n 5 - Other and
Select object: | Delete | | | Add
Sehect Detadls Cert/Lic Update Seurce Certifieationf Livense Dhirter R Lapiration ate
Self Certified Licensed Landscape Architect 14-0ct-2009
S{edf Certified 09-Oct-2009
o 05-0ct- 2009
e 15-Semp- 2009 13-Sep-2019
e 2 Ol Radio Tebegraph Operator 08-Aug- 2009

Figure 94

Once you select “Print Certifications/Licenses Report’, you will receive a File Download prompt
(Figure 95) with the options of opening and printing the file, or saving to your personal
compulter.

File Download =5

Do you want to open or save this file?

mi‘. MName: CertificationBrief.pdf
(e Type: Adobe Acrobat Document

From: sylvestr.depds.cpms.osd.mil

open | [ Save | [ Cancel |

2y Wl fles fromthe Intemet can be useful. some flls can potentially
e harm your computer. If you do nat trust the source, do not open or
= savethisfile. What's the dsk?

Figure 95

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

screen is not the only available screen, you will be able to select the down arrow v to obtain
the succeeding pages.

[B CertificationBrief{1).pdf - Adobe Reader
File Edit View DocwmesiJools Window Help

= & )1 & ® 2% - . = || Find

&
Certifications/Licenses for Hauptman, Blanch CPMS T 02-DEC-2009
TYPE of CERTIFICATIONILICENSE DATE ISSUED EXPIRATION DATE

5ix Sigma Black Ba't De-NOV-2009 18-NOV-2008

Chief Mate Stm & Mtr - Great Lakes 0e-NOV-2000 08-NOV-2008

5ix Sigma Black Ba't D2.NOV-2009
30-0CT-2008
01-OCT-2008 02-0CT-2010
28-SEP-2008 28-SEP-2010
02-FEB-2000 01-NOV-2012
17-NOV-2008

Chief Mate 06-DEC-2007 05-DEC-2010

[Chief Mate Mir Unita 08-DEC-2007

Figure 96
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Should you choose the save option, you will be prompted to select the location for the file.

Organize « = (7]
& Downloads o I -
| Recent Places . :Jew\:’nlume(D:]

_ S (BBt 5268

= Lib - . -
L JULEES 4 Devices with Removable Storage (2)

j Documents

J’ Music [-a.] .

DVD Drive (E:)
[ Pictures =
E# videos = Py
3 DVD RW Drive (F) E

= =

1% Computer =

4 Network Location (1)
€ Network _ cpms (afpfilr) (0:)
[—_27 —— J
. “emg 447 GB free of 200 GB m
File name: CertificationBrief -
Save as type: IAdobe Acrobat Document ']
 Hide Folders [ sawe | [ Concel |

Figure 97

Deleting Certifications/Licenses Information. Should you choose to delete a self-certified entry,
select the radio button for the appropriate course then select the | Pelete | pytton,

Certifications/Licenses — Qther Occupational and Professional Information:

Select Detsils pdat€ Source Certification/ License Date Issued Expiration Date
O B5how self certified Six Sigma Black Belt 10-Jun-2011
) Show self Certified Certified Construction Contract Administrator 10-Sep-2010 09-Sep-2013
(@ Show self Certified 3rd Cl Radio Telegraph Operator 09-Aug-2010
9] Show self Certified 2nd €l Radio Telegraph Operator 07-Aug-2009

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

Print Certifications/ Licenses Report

Figure 98

You will receive a warning prompting another decision.

 Navigator v % Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Home Logout

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

ICE MyBiz ICE PAAV3 FAQ Home Logout

Privacy Statement

Figure 99
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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.

Self Service Centficadon/ License Confirmatlon Hotce
Confirmation
Congralu sur cerlificalion/license has been deleled as of 03-0cl-2011 15:08:42 CDT.
1. Type of Certification/License 3rd CI Radlo Telegraph Operator
2. Date Certification/ icense |ssued [19-Aug-2110
3. Date Certification/License Expires
4. Initial Renewal Initial
5. Tralning to Obtain a License? No
6. Training to Obtain a Certification? No
7. Course Title
8. Class Graduation Date
9, Date Pald 09-Aug-2010
10. Gov Amount Paid 0.00
11. Actual Amount Pald 0.00
12. Funding Source Other/Unknown
Print Confirmation
What do you want to do now?
Figure 100

The Awards and Bonuses tab contains employee’s Awards and Bonuses information. Select

the || Awards and Bonuses | {5 to 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).

Profie | Disabd@ity | Language | Fthaidty and Race | Fmergency Coatact | Fducation | Tralning | Certiications) Liconsesll Awards and Ronuses

TIPS:

Aomards and Bonuses

Saloct Object: | Dekete | | Add

Sebect Awanl Update Source Date Of Award Award Type Ome Time Larnings Code uoMm
23-Oct-3010 Parformance Award (F) Fmployoa Porformance Award (AF) (M) Money
O Mar- 010 On the Spol Cash Award (0} On-The-Spot Cash Award (M) Money
18-Jun- 2009 On the Spot Cash Award () On-The-Spot Cash Award (M) Money
19-Cet- 2008 Partarmanca Award (5) Parfsrmancs Rasad Award [AF) (M) Menay
OF-Apr- 2008 On the Spol Cash Award (0} On-The-Spot Cash Award e (M) Money
01-Oct-2007 Performance Award (5) Performance Based Award (AF) 300 (M) Money
07-Oct- 2006 Parfarmanca Award (5) Parfsrmance Rasad Award [AF) 450 (M) Menay

#TIP  To Priss Awnrds Information, salect tha buttan balow

Print Awssrds Information Report

Figure 101
Adding Awards Information. To add awards information, select the _Add | hutton.

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'
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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.

Date of Award Award Type One Time Earmings Code e R wos
23-0ct- 2000 Performance Award (1) Lmngiborye Pesformandce Award (A1) 150 (M) Maney
0-Mar- 2010 On the Spot Cash Award (D) On-The-Spot Cash Award 100 (M) Maney
18- Jun- 2009 0n the Spot Cash Award (0) O The-Spot Cash Award 100 (M) Money
19-0ct-2008 Pertomance Awand (5) Performance Based Avward (AF) 430 (M) Money
T Apr 2000 i the Spat Cash Award o o, 5 (M) Maney
01-0ct-2007 Performance Awand (%) Performance Based Award (AF) 300 (M) Money
£-2008 Purfurmance Award [5) Perfarmance Rased Award (AT} 450 (M) Sanery

Print Awards Information Report

Figure 102

The “‘Add’ page displays (Figure 103). Enter information for your award update. For additional
information on a specific data field, select the 2 jcon.

e Notes:

e To search for your specific Award Type and Award Agency information, select the @
flashlight located next to the data field you are updating.
e Enter date fields using the format (02-MAR-2009) manually or the use calendar.
0 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.
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).
o Calendars reflect a range of years, so users may need to select several times to
find the correct year (e.g., ‘Before 1995’; “‘Before 1980’; etc.).

Add Awards Information

Figure 103

To search for information for a specific data field, using the & flashlight, the following Search
screen displays.

Cance] | | Select

Select Quick Select Award Hame Code
parch conducted.

Figure 104
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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 105). 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.

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 ~ ﬂ
‘—
Results
Previous 1-25 ~ | Next 25 (4 /
Select Quick Select Award Name Code
(] 1 AF Accounting & Finance Civ of Yr 1D

1 AF Acquisition Costing Civ of the Year 5U

1 AF Association Honor Citation 26

i1 AF Author of the Year 5X

i1 AF Civilian Achievement Award 9B

i1 AF Civilian Award for Valor vi

1 AF Contrb to Fin Mgmt & Compt v2

2 AF Design Excellence Awd v3

2 AF Distinguished EEQ Awd of Yr v4

2 AF Eviron Awd for Individ Excellence 2w

1 AF Fin Mgmt & Compt of Yr V5

B AF Financial Analysis Civ of the Year 1w

Figure 105

The selected information populates into the appropriate data field.

Add Awards Information

* Indicates required fisld
* Date Of Award  08-Apr-2000 [E @
* award Type  AF Accounting & Finance Civ of ¥r Q @

Figure 106

Submit

Select or | Cancel ‘to either submit or cancel your award information.

=

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)

Systems, Testing, Training and Requirements Division Module 2, Chapter 3, My Biz (NAF) 49



March 2012

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.

M Navigator v B Favorites v 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 diicking the 'Process Transaction® button, Iunderstand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

I 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 Help

Figure 107

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page 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 Monetary) Confi ion Notice
Confirmation
Congratulations your Award has been updated as of 03-Nov-2011 14:05:36 CDT.
1. DATE OF AWARD 08-Apr-2009
2. AWARD TYPE AF Accounting & Finance Civ of ¥r
To Print this page for your records, click on the print button below.
Print Confirmation

What de you want to do now?

Continue Updating Your Information
View Your My Biz Account

Figure 108

You also have a “Print Awards Information Report.

Awands and Bomuses

Select Object: | Delete | | Add

Select Award Update Sourcs Date OF Award Award Type: 00 Thwe: Earnings Code Aveard Ansount vos
Sulf Cortified UB-Apr-2009 AF Accounting & Finance Ci of ¥r
Verified 22-0ct-2010 Performance Avward [F) Employer Performance Award (AF) 350 (M) Mancy
Verified 02 Mar 2010 On the Spot Cash Award (@) On The-Spot Cash Awand 100 (M) Momey
Verified 18- Jum- 2009 On the Spot Cash Award (0] On-The-Spot Cash Award 100 (M) Money
Vorifiod 19-Oct- 3008 Performanca Avcard {5) Parformance Rased Award (AF) 450 (M) Moaey
Verified 07-Apr- 2008 On the Spot Cash Award (@) On-The-Spot Cash Award s (M) Momey
Verified Award (%) Performance Based Award (AF) 00 (M) Money
Voritiod 03-0ct-7006 Porformanca Avcard {5) Partormance Based Award (AF) 450 {M) Moaey

*TIP  To Pt & x cf the Bartton balkw

Print Awards information keport | <€

Figure 109
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Once you select ‘Print Awards Information Report” (Figure 109), you will receive a File
Download prompt (Figure 110) with the options of opening and printing the file, or saving it to
your personal computer.

File Download

Do you want to open or save this file?

Ei Mame: FedAwd.pdf
L Type: Adobe Acrobat Document

From: warlock.dcpds.cpms.osd.mil

J |

Open Save ] [ Cancel ]

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

Figure 110

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

screen is not the only page, you will be able to select the down arrow ¥ to obtain the

succeeding pages.

Bile fde Yiew Decument Comments Fopms Tools Sehanced

.

Window  Help

7 Commment «

) Create = i;_.r«mhin.- G Secure = Sn e (8] Forme s [y Muitimedia <
= (. P k| &) B | &8 9% - | = by | Find

Complete Award History for CPMS Boender, Charles V 03-NOV-2011
Date Award Earned Award Type One Time Earnings Code Award Amount UoM

22-0CT-2010 Performance Award (F) Employee Performance Award (AF) 350 (M) Money
02-MAR-2010 On the Spot Cash Award {0) On-The-Spot Cash Award 100 (M) Money
18-JUN-2009 On the Spot Cash Award {0) On-The-Spot Cash Award 100 (M) Money
08-APR-2009 AF Accounting & Finance Civ of Yr

19-0CT-2008 Performance Award (5) Performance Based Award (AF) 450 (M) Money
07-APR-2008 On the Spot Cash Award {O) On-The-Spot Cash Award 75 (M} Money
01-0CT-2007 Performance Award (5) Performance Based Award (AF) 300 (M) Money
02-0CT-2006 Performance Award (5) Performance Based Award (AF) 450 (M) Money
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Should you choose the save option in Figure 110, you will be prompted to select the location for

the file.

S S A — - — — T
Seveln: T Lbrses - @ E-
=i Docurnen ts 4 l.‘?‘_t M
Recent Places = =
! i‘ P)(ll.]m‘ i/ Videor
—p .
Desktop - s |
i | 7 I.. |
Librares |
Y .
Computer |
w f
Hetwark !
v Frcand[1] | sem |
Savesstws. | fAdobn POF Flea [ pd). _ Cocet | [

'Figure 112

Deleting Awards Information. Should you choose to delete a self-certified entry, select the radio

button for the appropriate Award then select the

Delete

button.

Date OF Award Aoward Type: O The: Earnings Code Aviard Ansount o
Sl Cortified US-Apr-2009 AF Accounting & Fiance C of ¥r
Verified 22-0ct-2010 Performance Award [F) Employes Performance Award (AF) 350 M) Moncy
Verified 02 Mar 2010 On the Spot Cash Award (@) On The-Spot Cash Awand 100 (M) Momey
Verified 18- Jun- 2009 On the Spot Cash Award (D) On- The-Spot Cash Award 100 (M) Money
Varified 18-0ct- 3008 Parformance Aweard (5) Performance Rased Award (AF) 450 (M) Moaey
Verified 07-Apr- 2008 On the Spot Cash Award (@) On-The-Spot Cash Award 75 (M) Momey
Verified U1-0ct-2007 werformance Award %) Performance Based Award (AF) 00 M) Money
02-0ct-I006 Parformance Aveard [5) Pertormance Rased Award (AF) 450 (M) Moaey
“TI TC ton bk

Figure 113

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

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

Figure 114

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

Congratulations , your Award has besn deleted as of 03-Nov-2011 14:27:34 CDT.

1. DATE OF AWARD 08-Apr- 2009
2. AWARD TYPE AF Accounting & Finance Civ of ¥r
To Print this page for your records, dick on the print button bebow.

Print Confirmation

Wihat do you want Lo do now?

Figure 115
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