March 2012

Self Service ‘MyBiz’
Module 1, Chapter 2
Accessing My Information

Introduction The Employee ‘MyBiz’ module provides employees the ability to view their

employment-related information. The following pages provide a brief
overview of the ‘MyBiz, MyInformation’ functionality.
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Accessing ‘My Information’ - General Information

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select
‘MyBiz’, [ wy information function to view your information.

N

Figure 1

The header displays a summary of your current position and a link to Emergency Contact
information. This information is viewable from any tab selected.

GENE 0: The information is current as of today's date.
Organization Job Title

Pasition Grade/Pay Band
Total Salary Step or Rate
Email Address Office Symbol

View Emergency Contact Information
View Joint Duty Assignment Information

Appointment  Position | Personal | Salary Benefits Awards and Bonuses | Performance | Personnel Actions

Figure 2
Show/Hide Information
Show

A “Show” link displays when additional information is available. Select the

500 Jink to open the folder and view the additional data.

Details |Effective Date Job Grade/Pay Band Step or Rate
—————Pp |H Show 27-Mar-2011 Aircraft Mechanic (8852) Ws-10 02
Figure 3
Hide
[=] Hide

Once you finish viewing the information, select =~ to close the folder.

Details Uifncthve Date b Grade/PayRand  [SteporBate
_— fo 27-Mar-2011 achnnie (8852 Ws10 02

il L Ky Ermrggerrscy §mphoyien

=1 Enlisted

Figure 4
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Information Tabs - The following is a list of the tabs with associated information.

ppomtment Tab contains your current appointment information.

it 1 Salary and B Perdormance Personnel Actions
InTeRTTaTion displayed in this section I based on changes Lo either e Position, Organieation, Location, Grade, Job or Assigniment Status,
Previous 1-1 - | Mext 1
Details Efective Dote Job Grade/Pay Band Step or Rate
=i Hide 27-Mar-2011 Alrcraft Mechanic (BB52) W5s-10 02
Work Schedule - Part-Time Hours Blweekly
Pay Rate Determinant il WGI Due Date  23-Sep-2012
WGI Pay Date  23-Sep-2012 Last Equivalent Increase  27-Mar-2011
Key Emergency ial Empl Mot anad to Kay gency Tenure 2 - Conditional - Tenure Group 2
Employee Position
Annuitant Indicator 3 - Ret Enlisted Date Arrived Personnel Office  20-Sep-2010
Assignment NTE Start Date Assignment NTE Dato
Leave Without Pay Start Date Leave Without Pay End Date
Sabbatical Start Date Sabbatical End Date
Email Adclress
Figure 5
Position Tab contains your position information.
rsonal  Salary  Benefits  Awards and Bonuses  Performance  Personnel Actions
Pction is based on changes to either the Position, Organization, Lecation, Grade, Job or Assignment Status.
Grade/Pay Target Office
Position Name Organization Band Job Title Grade Symbol
=jHide 20 §F|‘J 2010 OT202. AIRCRAFT MECHANTE 58 MAINTFMANCE & W5-10 Alrcraft Mechanlc  WS-10
SUPERVISOR. AFOIKVO] {8852)
Supervisory Status 2 - Supervisor or Manager Work Schedula F - Full-Time
Part-Time Hours Blweekly Pay Basls  PH - Per Hour
FLSA Category  E = Exempt Hargaining Unit Status BEBE - Ineligible for Inclusion In A
Bargaining Unit
Pay Table 1D WOB9 Oracle Federal Wage Grade Position Sensitivity  Noncritical-Sensitive (NCS)
Pay Tahle (FWA) No. WD89 National Security Risk
Security Access  Access National Agency Check and PRPYSCT
Inquirics (ANACT)
Payroll Office I DE Supervisory Diff Eligibility
Position Oooupled 1 - Competitive Service Language Bequired
Drug Test  Agency Req Drug Test of Training Progrem 1D YY - Nol Applicable
Incumbent( Tier One)
Key Emergency Essential  Position Not Designated Intelligence Position Ind - Non-Defense Clvilian Intelligence

Emergency-Essential Or Key Parsonnel System
LED Position Indicator 0 - No Applicable Program

Figure 6
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Personal Tab contains your specific personal information.

Details As OF Eflective Date
JHide  19-Sep-2011

SO0 Leave
Diatw OF Birth
Dizability Code 05

Date Last Promotion
Vieterans Preference
Vaterans Status
Appointment Type

Current Appointment Authority [2)
SO0 Civiliar
SCD Retirs

Military Recall Status
Uniform Service Component

wliveinent Grade 3

R
Excoption Rotirement Pay Ind
Frozen Service
Date Conversion Career Due
Diate Riecimed Cenversion Duse
Date Proby Trial Period Boal
Etfnicity And Roce
a0 ¢

v Banelits  Awards

| information theough teday's

20 Sep 2010
71-May- 1964
- 1 do not have a disability.

1 - None

P - Post-Vietnam-Era Vetaran
2A - Competitive - Careor-
Conditional

P0Gy 2010
20-Sap- 2010

1 - Not
Roquired/Requostod/ Granted
BOOHO0

F0-Sep- 20173

White

ance | Py

oM Security Mumber
Gt
Citizenship

Agency Code Transfer From
Veterans Preference for RIF

Email Address

Current Appolntment Authority (1)

Previous Hetirement Coverage
SO0 RIF

Reserve Calegory

Date Retired Uniform Serdce
Uniform Service Designaticn

Military Rutiswinssl Wadver T
Croditable Military Sorvice

Dote Conversion Career Degins
Bate Recmd Conversion Begins
Dialee VRA Coevvins ity Duse
Late Prob/Trial Poriod Ends
SCD Speciol Retirement

Figure 7

Salary Tab contains your pay related information.

1 Actions

1-1 - Mo L

1tzen, includes U5,
=

1- [=
National
M- N
Fain
Never Covered
20-Sangs- 2010
Not Applicable

UL-Jul- 2010
A Foree

2 - Waiver Mol Ruquined
o0

20 Sep 2010

Appointment  Position Pﬂe!eﬂb Awards and Perfy - ] Actions
The following section displays detuiled NetasentTormation ugh today's date.
Previous 11 - Mext 1 3
Details Effective Date Basic Pay  Localily Pay Adjusted Basic Pay Other Pay Total Pay  Locality Percenlage Currency
=) Hide 27-Mar-2011 31.50 0.00 31.90 31.90 14.16 ush
AUD AUD Premium Pay Indicator
Availability Pay Availability Pay Premium Pay Tndicator
Retention Allowance Retention Allowance Percentage
Supervisory Differential
Appointment | Position  Personal o | Actions
The fallowing sedion displays detafled his
HEGLL
FEGLI Starl Date
Basic onby 20-Sep-2010
Health Benafits
Previous 1-1 - Ned]
Details Start Date Health Plan Enrollment Premium Conversion
& Show 21-Nov-2010 Federal Employee Health Beneflts Spedal Code (Z2) Enrollment Waived/Cancelled (1) Pre Tax
Thrift Saving Pan
Details Start Date Amount Rate Status Status Date
& Show 20-Sep-2010 3 A - Automatically Enrolled Participant (A) 20-5ep-2010
158 Catch Up Contribution
Start Date End Date Catch Up Amount
No results found.
Retiremant fan
Retirement Plan FERS Coverage

A - Automatically Covered By FERS

Figure 9

K - FERS and FICA
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Awards and Bonuses Tab displays your award and/or bonus information.

Profile  Disability Language Ethnicity and Race Emergency Contact  Education  Training Certifications/LicenseN_Awards and Bonuses
Thiz section captures your monetary and non-monetary awards. By adding non-monetary awards you are self-certifying the data vou enter Is valid. T -
may request you provide documentaticon for verification purpeses. Only non-monetary awards can be added by employae.

11PS;
Updating awards is limited to the list provided within the list of values. All other awards must be added by your HR Office.

Select the "Add’ button to add new Awards.

To 'Delete’ Self Certified Awards, first select the entry then select the Delete button. To correct a 'self certified entry, select 'Delete’ and re-enter the awards data
under 'Add'. Awards marked as Verified' can only be updated by your HR office.

Awards and Bonuses

Select Object: | Delete | | | Add |

Select Award Update Source  |Date Award Eammed  Award Type Amount or Hours  Award Percentage  Award Agency
Verified 13- Jun-2011 Performance Award £800
Veritied 21-Sep-2010 Special Act or Service Award ~ $700

Figure 10

Performance Tab displays your performance appraisal information.

Appointment Position Personal Salary Benefits Awards and Bonuses Performance

The following section displays detailed historical information through today's date.

Detail |Appraisal Type |Ral:ing of Record
1=l Show Annual Appraisal 3 - valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

- Not Rated
- Walued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

= Show Transferred From Another Agency
=1 Show | Annual Appraisal - NSPS

1=l Show Annual Appraisal - NSPS

=1 Show Annual Appraisal - NSPS

|+l Show Annual Appraisal

- Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
Exc Expec, Exc Full Succ, Excel, High-Succ, High Effec, €
Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

|+l Show Annual Appraisal

Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

1= Show Annual Appraisal Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
- Valued Perf, Acceptable, Fully Succ, Pass, Sat,

- Walued Perf. Acceptable. Fullv Succ. Pass. Sat. Successfu

Figure 11

1=l Show Annual Appraisal Successfu

r

WWwWwowwasrwuwx
|

+1 Show! Annual Aporaisal

Personnel Actions Tab displays your personnel notifications.

Appointment Position Personal

F
avallable for viewing. For non-appropriated fund and local natlonal employees only those Personnel Notifications processed on or after
viewing.

View NPAs View Selected

Select All | Select None

Select Effective Date |First NOA. |First NOA Description iSechd NOA |Sccond NOA Description ILI]]
= 25-Sep-2011 790 Reallgnment 2C
I 113-Jun-2011 840 Individual Cash Award RB 14
Ll 21-Sep-2010 on2 Correction 849 Individual Cash Award NRB 2=
[ 21-Sep-2010 A49 Individual Cash Award NRB 21
[ 23-May-2010 0912 Change in Posilion Nurmnber 21
[ 23-May-2010 890 Misc Pay Adj 2
[ 14-Feb-2010 130 Transfer iz

Figure 12
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To view a Notification of Personnel Action (NPA), click in the box located in the ‘Select’
column and then select the “View Selected” button.
e —

Appointment Position Personal Salary Benefits Awards and Bonuses Performan@ Personnel Actions >
The following section displays detailed personnel information. Note: For appropriated employees, only those e Processed on

available for viewing. For non-approprigi#d fund and local national employees only those Personnel Notifications processed on or after 23 March 20(
viewing.
View NPAs | View Selected

Select All | Select None

lect/Effective Date  |[First NOA  |First NOA Description |Second NOA  |Second NOA Description |update HR G«

25-Sep-2011 790 Realignment 26-Sep-2011

O  13-Jun-2011 840 Individual Cash Award RB 14-Jun-2011
Figure 13

Select ‘Open’

Figure 14

The NPA displays.

bev. 7/31
;:.:;:;_‘;:,‘;.?i’."é‘&“.!.“ - NOTIFICATION OF PERSONNEL ACTION
Mo (Lasr, Firer, Ml 2. Socesl Secunty Munrber 3. Date of Bath . Efecve Dnte
00420049
FIRST ACTION SECOND ACTION
s, Loelz-H. Manure of AcDon (B-A. Code|o-8. Piamme of Acton
Ba3 | Riesg W1
5. Cooe |50, Legal Authanty B-C. Code|8-D. Legal susthonty
LM | 10 LS C SEC 2164
EN Euchi':'r . Legal Sariwrity O-E. Coue |0-F. Logal Aushoiity
[ FAOM: Fosition Title end Mumber [7E. T0: Pasiion Title and Rumber
POLICE OFFICER POLICE OFFICER
4264, - GA26A, -
B Pwy Plaa rl"_‘;.:: ot 10 Gk e L V0 5tep or Ram |12, Totl Calary 13 Py Baiii |16, Pay 17, Dee " B. Geneli o Lisvell VD Soigs &F Rate | 20, Total Salary/Awaed |21, P#
AD | 0083 o7 04 §58,345.00 pa A0 [oaa o7 05 s65.71000 [y
S Ilmu. oy T3, Rowmiry Ay 12&, Adp Bose Poy (125, Othor Py 20A. loso Poy 260, Looality Ady OE. Addj. Bosio Poy [300, dtbaer Poy
$49_ 199,00 59, 146.00 5548,345.00 55337000 51233100 565,710.00
A4 Mame and Locaion of Possson’s Orgerination [22. Mame and Locstion of Positon’s Or ganizabon
65 DDAAPF 843110 AGOD 65 DDAAPF 943110
ENTAGON FORCE PROTECTION AGENCY PENTAGON FORCE PROTECTION AGENCY
PENTAGON POLICE DIRECTORATE PENTAGON POLICE DIRECTORATE
PPERATIONS DIVISION DPFERATIONS DNVISHIN
PPERATIONS RELIEFS OPERATIONS RELIEFS
| PR ESS TS
Figure 15
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Other Features
Home

To return to the homepage from Update My Information within ‘My Biz’, select
the Home link.

ICE

B? Favorites » MyBiz FAQ Home Logout Help

Figure 16

After selecting the Home link, the “My Biz’ homepage displays.

B Favorites ¥ ICE MyBiz ICE PAs FAQ Logout Help

F
Havigatar Personalize
My Biz After using your browser to access DCPDS, close all
of your browser windows and restart a new
My Information browser session. Sometimes the browser can hold
pdate My ti that information in memory (e.g. cache, etc) and
[ e Infurr.na |o.n some web sites know where to look to find it. For
1 My Biz Ernployment Verification more information Click here
Performance Appraisal Application (PAA)
DCPDS Timing Out "idle” Notice!
"My Biz and associzted web pages are web-based tools crezted by the Department of Defense (DoD) as part of DCPDS My Biz, My‘Wpr\_ace and Human
the Defense Civiian Personnel Data System (DCPDS) to allow DoD personnel access to and management of their Resqurce_s u';er connet_:tlons th?n are
personal personnel records. The DoD MyBiz and associated tools can be accessed only by authorized DoD inactive (‘idle”) for 60 minutes will
personnel within a .mil or dodea.edu network. The DoD MyBiz tool has no association with any private or other automatically terminate
enterprise using "MyBiz" in whole or in part as a title or logo.”

Figure 17
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Interactive Customer Evaluation (ICE)

The IIEESRVEEN link allows users to electronically review Component
services/products.

ICE MyBiz ICE PAAW3 FAQ Logout Help

Figure 18
Logging Out of ‘My Biz’

To properly logout, select the link at the top or bottom of page and exit your
DCPDS Portal session.
ICE MyBiz ICE PAAV3 FAQ Logout Help

Personalize |
Figure 19

Accessing My Information Module 1, ‘My Biz’ Page 8
—

Defense Civilian Personnel Advisory Service (DCPAS)
Enterprise HR Information Systems Directorate (EHRIS)
Systems, Testing, Training and Requirements Division



	Introduction
	Contents
	Performance Tab displays your performance appraisal information.

